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If you must now make 3 typewriters 
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SEND YOUR TYPEWRITERS 
TO WAR! 


600,000 standard typewriters (made since 
Jan. 1, 1935) are wanted now by our Army 
and our Navy. We manufacturers cannot 
supply them...we’re making war materials 
today, not typewriters. They must come 
from you ... from business concerns, 
schools, local governments, and individ- 
uals. All must help! 

So when a War Production Board rep- 
resentative solicits used typewriters from 
you...say “Yes!” And have him tell you 
the many ingenious ways which users 
have already found to make 3 typewriters 
do the work of 4. 








do the work of 4... 


Naturally it won't be easy, but it 
can be done. It means re-sched- 


uling of work, elimination of 


“frills,” doubling up, and other 
make-shifts. Icmeans harder, more 
continuous use of every typewriter 
you retain. 

But there’s where we can help! 
Give usa chance, and we'll under- 
take to keep your L C Smiths 
running for the duration. Skilled 
mechanics trained for just this 
work are at your service in L C 
Smith branch office and dealer 
cities nearly everywhere. 

The harder the usage, the greater 
the wear...and the more urgent 
your need for competent periodic 
inspection, service, and repairs. 
Help your Government. . . let us 
help you! 


‘War production entrusted to us is precision work calling for craftsmanship of the highest 
order...skill won through years of making America’s finest office and portable typewriters. 


C SMITH & CORONA TYPEWRITERS INC SYRACUSE N Y 
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FIT FOR THE HANDS 


LEADERS 


Let your dreams be big ones — dreams of 
leadership, achievement, success. 


Start now to make those dreams come 
true start with those brilliant tools of 
success, endorsed by Gregg: Sheaffer's 
Lifelime* Feathertouch Pen and Fineline 
Pencil, fitted for the hands of tomorrow's 
leaders. 


Start using these inspirations to true suc- 
Start by creating dynamic ideas. 


cess. 
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MAKE YOUR PEN LAST! 


Always use Skrip — critical pen parts such as 
sac, feed, or plunger will retain longer “life.” 
Skrip is free of sediment, makes all pens write 
better, last longer, and require less servicing. 


Skrip-well feature makes pen 


With “Magic Circle” cap, bottle threads stay 
clean! 
Skrip is the BALANCED fluid. Quick starting 
Quick drying. Free flowing. 
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OF TOMORROW'S 


Start by changing those ideas into instant 
action. Start a career of leadership by 
leading — with your Sheaffer. 


“Triumph” Lifetime * $12.50 and up 


Sheaffer streamlined Balance Pens with 
special Lifetime * Feathertouch Gregg 
Point ..... $8.75 and $10.00 
With Feathertouch Gregg Point $5.00 
With special Gregg Shorthand Point $3.50 


“ALL Lifelime pens are unconditionally guaranteed 
for the life of the first user except against loss 
and willful damage — when serviced, if complete 
pen is returned, subject only to insurance, postage, 
handling charge — 35¢. 


W. A. SHEAFFER PEN COMPANY 
Fort Madison, lowa 


Gentioemen: Please send, free of charge, your efficiency - 


building letter, ‘‘Tools for Easier Shorthand,’’ designed fer 
typing or dictation practice. 


Name 
Address 
City 


when 


answcri j Th rtiscment 
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when answering advertisements 





For Business Women— 


YOUR CHANCE 


of a generation! 


Millions of men in military service, millions in new 
jobs, employe staffs turned upside down, a shortage of 
competent men. Women must take over many jobs in 
offices, stores and factories formerly held by men 
You can step into this opportunity if qualified. We 
ean help you get ready for a bigger job. Our training 
is condensed, practica!, moderate in cost. No inter 
ference with your present job. 33 years of success with 
over a million students. Covers major fields of busi- 
ness. Ask for 48-page free booklet on business field of 
vour choice 


LASALLE EXTENSION UNIVERSITY 


A Correspondence Institution 
DEPT. 146-R CHICAGO, ILL. 





FREE! Ye name beautifully written in 
e ; 


rnamental! style and a copy of The 
Educator, containing lessor on penmanship, 
sent absolutely free Good fi 0 days. Send 


your name with this ad to 


THE EDUCATOR 


612 North Park St. Columbus, Ohio 








Business Uses G. W. Awards 


Among the industrial organizations 
that avail themselves of our Awards’ 
Service are many of the largest com- 
panies in the country. 

We are just in receipt of a nice order 
for Gregg Writer Typing Tests placed 
by the General Electric Company of 
Schenectady for their plant in Fort 
Wayne, Indiana. The Gregg Writer 
Typing Tests are the tests used by 
employment managers in determining 
the ability of typists they employ. 


Are you using these tests to deter- 
mine the ability of your students be- 
fore they are ready for jobs? 

1 sample test and quotations will be mailed 
upon request. Just drop usa post card, address- 


ing The Gregg Writer Credentials Department, 
270 Madison Avenue, New York, Y 











COMING —Feb. 1 


Sixth Annual International 
Bookkeeping Contest 


Cash Prizes for Teachers 
and Students 


Ask your teacher to write 
today for complete details. 


The Business Education World 
Department of Awards 


270 Madison Avenue, New York, N. Y. 
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Some years ago, when she first became 
a contributor to the Gregg Writer, she 
told us that she was taking down the 
words of the ballad ne neora ana re 
coraina the tunes on her tyr ewriter. V e 
asked how she did it. Simple, she assured 
us: for shorthand trains the ear to catch 
sound quickly and transform that sound 
into a mark. So she found it easy to trans 
form the sound of the notes into letter 
and strike the letters on the keyboard. 


'To me,’ Miss Thomas said, ‘the key 


board on my portable is as fascinating as 
the keyboard of a piano, and there is a 











> 


ow 


Ww! 









































Tue Grece Wrirer, January, 1943 v 
A nd h at » » » OPPORTUNITIES NOW 
t Not for twenty-five years have we had 
' é tT rnyt T rating the such a volume of calls for teachers as 
' ewriter VW\ yatherea ft came to us in 1942. The highest salary 
yether t r nes Bright er we obtained ($2800) for one of our 
’ ea Kentucl nominees is paid to a woman by one of 
+ » ter and the most desirable secretarial schools in 
P l dim, os America. We have had as many calls 
P ( ; since the schools opened in September 
4 as we commonly receive in mid-summer. 
tI kK had already ; ms , : ‘ 
Th: Shakespeare said, “There is a tide in 
a ; the affairs of men which, taken at the 
" J J . n w ner flood, leads on to fortune.” Let us hear 
tat me To f from you now! 
Old Christm 
" a+ | = eH w. N THE NATIONAL COMMERCIAL TEACHERS AGENCY 
— \ +h nner 4 4 1 Specialty by a Specialist 
é Christmas. "eat a alimnce of E. E. Gaylord, Mgr. 10 Peabody Ave., Beverly, Mass 
7 st , ic ie enennenenennnnnnnnn nnn 
aceel f , ‘ , 
> 4 
q 
; 4 
f rt ; 912 > 
p . > 
Arm ) 1 Seraeant > 4 
R . A > 4 
Beckn os Ana ty + r : ? 
~ h ~ y — d { 
- : 4 4 q 
: , - — , / ‘ , 
. A ‘ > I A School of } 
4 Business — , 
" r 1 mid-Pa } Preferred by College } 
: fab, Baas ‘ } 
tun See F Mitten ta, Men and Women { 
, ohne > , 
. $ bd 7 ‘ - 
7 sas : Students represent 80 colleges and } 
T nost impor ] universities and 30 states. 4 
rk A 1 + 4 j 4 
- — P 
k st Se i 
> | Stenographic, Secretarial, and 
JAOGE Trida TT 4 : ‘ 
‘ Accounting Courses 2 
ae . } | Methods Courses for Teachers | } 
4 , y y ¥ > of Business 
WiT wn | Ina riea them er a : 
- _ “ i , Send for free booklet: “The Doorway to 7 
the ++ ir Hott here nS 90 enade , Op pertunity 4 
| 
7 ania Se wwe mee : { 
2s uUeG =feuE Court Reporting Course ‘ 
ribes ang unit 7 The Mawaian nat n ‘ | Write for Special free booklet about school 4 
whnicn was a »vereiant n+ +ho ana ? | of my ™ Reporting “Shorthand Reporting 4 
. et " Un , J} Can 4 as a rofession 4 
c L J J 7 = —_ 4 
7 . 
‘ Only high school graduates accepted 
| 
ee eT 3 young lady 
in Boston who to report telephons , THE GREGG COLLEGE 
conversation n northona for the best President, JOHN ROBERT GREGG. §.C.D 4 
. , 1 > Director, PAUL M. PAIR, M.A 
way To nanaie sucn as gnmen Ss. Can ony 7 : q 
of you make a suaagestion that may hel: Dept. G.W., 6 N. Michigan Ave., Chicago, Ill. ¢ 
her do such reporting effectively? siiniodta ieee iia lel 








vi 








—.SHORT-CUT TO. 
~MORE PRODUCTION — 


ue Grece Warrer. January, 1943 


] | 


i ie 





| 
| 
| 


| 





— ———+— —_' 


| 
} 
J 











ad 























a 
ij Tq 











WHEN you graduate from Gregg, 
the chances are you'll go to work for 
some war industry. Fast, efficient produc- 
tion on your typewriter will then be 
important to you — and to America’s 
all-out war effort as well. You should 
learn right now all the short-cuts to 
better, quicker typing. 

One of them is Webster's Micrometric, 
the new kind of carbon paper being used 
by progressive businesses everywhere. 
A numbered scale is actually a part of 
each sheet. This scale is always visible 


in your typewriter and helps you to space 


letters and reports evenly. You'll find 
you have fewer letters to re-type for 
proper spacing. 

To remove the carbon paper, simply 
pull the white scale. The papers separate 
neatly. There is no need to touch each 
carbon and risk smudging your fingers 
or copies. 

Now is the time to learn about this 
short-cut to faster, neater typing. Ask 
your school supply department for the 


special school pack. 


CONVENIENT ORDER FORM for SCHOOL SUPPLY DEPTS. 


Send this Coupon to WR GREGG PUBLISHING CO. 


All up-to-date schools are now 
ordering Micrometric Carbon 
Paper from the Gregg Publishing 
Company. The coupon is for your 


convenience. Name ... 
F.S.WEBSTER COMPANY : ~*” 
17 Amberst St., Cambridge, Mass. City....... 


* 


ag Writer « 


Pleas mention th G) 


Please send me 
Paper for school use at 74 cents per pack plus post- 
age. Address bill to 


270 Madison Ave., New York 


packs of Micrometric Carbon 


hen answertng advertises 
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NECESSITY [IS THE MOTHER OF 
INVENTION, AGAIN FOUND TRUE 


How her typewriter did her a good turn in capturing both words 
and music of the ballads she heard in the Kentucky mountains 


By JEAN THOMAS 


N the mountains of Kentucky some years 
ago when I was a court 
one court to t’other 


stenographer 
“traipsin’ ” from with 
of lawyers,” 
farther 


the Judge and a passel even when 
court adjourned and | into the 
mountains from the county seat to visit friends 
folk-lore, I always 
It was 


went 
and collect ballads and 
carried along my portable typewriter: 
possession I often made 
contrapshun” with the 
“leetle black roll 


was to 


through this simpk 
“quare 
and the 


friends The 
leetle bell ringin 

in’ pin goin’ back’ards and for’ards 
l interesting 


mountain people an amazingly 
thing. It won first their interest, then their 
conhdence Old and young would gather 


about to see me manipulate it; they'd sing 
ballads for me while I “writ it off on the con 
trapshun.” And, 

uld read, they were amazed to find that there 


if one among the old folk 


on the paper “writ off” were the very words 


+! } i nine poken 
Licey aq sung Tr SpoKe 


into Lost 


QNE winter's day I had gone far 
Hope Hollow to visit with my old friends Jil 
son Setters, The Singin’ Fiddler, and his 
wife, Rhuhamik It was in December and thx 


young folk in the community were having no 


end of fun and frolic, and singing no end 


play-game songs and ditties. My typewriter 
clicked 
twelve days of 
of Kentucky, even to 


Decembet 


} 


away whe went for all the 
Christmas. In the mountains 


rever | 


this day, the festive sea 
son begins on twenty-fifth, New 
Christmas, and lasts until Old Christmas, Jan 
Many mountain folk unwittingly 

Julian introduced in 


uary sixth 


calendar, 
sixteenth-century 


country 


cling to the 
46 B.c. They consider th 
Gregorian 
in 1752. too newfangled 

“We live under Old Christmas,” Jilson Set 
ters told me. “That's January sixth.” 

“It’s fitten and proper we should,” put in 


calendar, adopted in this 


Rhuhamie, his silver-haired wife “It’s the 
way the song-ballet calls for, 
birthday will be, 


The Sixth of January n 
ments shall tremble with 


When the stars in their ele 


glee 


and nohow we've seen the sign time out of 
the sign that January sixth is for truth 
For then, of a midnight, 
cowbrutes and to their 
knees and whinnie and like. 
Chey know it is the birth night of our Lord.” 

With meekly folded hands she now took a 
seat beside the hearth, having brushed up the 
ishes with a turkey wing 

“Jilson,” her voice was soft and flowing 
like a mountain brook, “sing for the traipsin’ 
woman the song-ballet of Joseph and Mary, 


mind 
the real Christmas 
down low 
sorrytful 


nags bow 


moo, 


so’s she can hear for her own self 


AT once Jilson put his fiddle on the mantel 


shelf, for mountain folk do not “make music” 
with a “sacred” song or hymn tune. Then, in 
a firm and a resonant voice for one so old, he 
hegan 

WW ] was a 

Ar i man was he 

He married Virgin M 

I ‘) ' ot G& 

While he sang the words of the song, whicl 


is called “Cherry Tree Carol,” without th 
of the fiddle, I fell to thinking of som« 
to capture the notes, instead ot 


I | ad he re 


musi 
different way 
taking them down with pencil as 
totore 

Why not try to use the typewriter ? I had ol 
served how pleased the mountain singers were 
when I clicked off the keyboard 
as they They'd like seeing some sort 
of “sign” for the music, I thought. Besides, | 
liked finding different uses for my typewritet 
So I began to evolve in my mind a plan for 
taking down the notes as they sang, for this 


words on the 


sang 








226 

is long bet t lays of music signatures 
1 the kevb > vid nly. as lilson setters 
sang t ( ee Carol ip ped 
nte \ ead ; sked im t G ver t 
verse agall [his time as he sang | struck t 
keys like this 
It gave me t rhythm, the tet is song 
I marked off tl isures with this sien. and 





THE 


beginning. The t | ted by placing thi 
ett Ss togetnel is 1 st line 

\When it was a ft not sed an upper cas« 
ett ° tt ‘ ‘ nd stafi 


Little Margie May and Harry Lee Gullet, taken one Old Christmas at the Traipsin’ 
Woman's cabin, singing the Cherry Tree Carol while Granny knits for the soldiers 


after the stanza was completed, I indicated the 
tine ot course, in this tit vas So now 
iny typewriter recording looked like this 

; ¢ / 

When ] 
‘ \ M 
‘) ty; ‘ 
It was simple enough to mark off the meas 


ures for Jilson Setters. For all that he could 
neither read nor write and did not know one 
note from another, he kept perfect time. Even 


when he sang for 
York, he did not sp 
sang the 
G; so I could easily 


“Cherry 


oil one mastet 
ree Carol” in 
mark the 


signature 


a recording company in New 


record He 
the key of 
in the 


in musical notation to express it, for it was a 
sort of lilt or echo peculiar to mountain sing 
ers Perhaps the time ill come when some 
genius will conceive a plan for such nota 
tion—an enlarged scale, perhaps! \s it 1s 


described only in words or, 


today it be 
better, by singing or rec 


can 
rding on discs if one 


is so fortunate as t recording outfit 


possess a 


However, for my amusement and convenienc: 
I decided to use the symbol on my key 
board, which meant for me that on such notes 
I was to “echo” the word give it the lilt of 
the mountaineer’s voice 

For an accidental flat, I expressed that with 


the *, for the real musical symbol is too nearly 
like 6. For sharps, of course, there was 3%, 
for the odd echo | i¢ When my type 


used f 
xo finished, it 


and 


writer notation st somehow re- 
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bols tor chanting the Psalms—the first out my typewritten notatio But more often 
vritten symbols i iturgical mus! My there was no such musical instrument at hand 
} le method, ever, could not ive bee nd | was compelled t uit until I returned 
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as tain « rt stenograplh H na pocket of 
; the (4 mberlands, | was vo apart \ 
I juSes e indicated simply by ition within a nat ' Where the spee 
st t { eld notes it was neces ngs, and tt s of England still sur 
bov | \ Nancy Phe wore om the mill t Sint \ y, that I tool 
vantage t « tunity t m OV 
{ Oj; irse, in my 
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sical way ter a o an me 4 ket had he 
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The Machine Nobody Could Name 
° 
By JOSEPH A. MOORE 
lisa si le il i pretty machine tor Patent Ofhce files t ‘ t cs \ 
printing letters.” lrew Jackson Pre t ! M \ 
That is w it a newspap reader called the Buren, Secretary I stat 
rst American type te n 1829 But | It never is mat t but it nte 
was tumped ] t nvent ke im t tin idea I i rit | | 
vive the 1 achine | I il ‘ thoughts 
The inventor was William A. Burt t D Chat ts tl 1 t t tory giv t 
troit. In 1829 he obtained a patent, but the work of the ng Detroit survey H 
never had the “typographer,” as he called it ent on to invent an | surveyor’s 
mani I et rr 1 P bably he Was too busy witl compass and a sail r’s ’ xt nt His rive SOT 
is other mechanical schemes became surveyors 
Why not name it ‘Burt’s Family Letter —_ 
Press’?” a friend suggested Popay the finis typ t s 
William Burt probably was too modest to do been a commonpla thing Business ofhces 
that Through school at nine, this Massachu would be at I] 


< later said, - a i g1 S I rivate owl 
s she taught him ers 
pT n Wal 
o machine failed at 


thre 
if 


ru r government 
li ad at time to b 
1. It led, | 


xr more and more machines But 
| veve to experiments by other the typewriter compamies are making materials 
men In 1836, tl only model was destroyed of war, and privat ‘ sa I g ash 
by fire. It was possible, by using a copy trot to sell their typewriters to Uncle S 

the original patent, in later years, to make a Yet it is hardly longer than a century ago 
replica. This model was shown at the Chicago that the first patent on a writing machine wa 
World’s Columbian Exposition in 1893 ipplied for And then it 

On the copy of Burt's patent, in the | 
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Historic News in Gregg Shorthand 


How Sergeant Major James W. Beckman reported an Army Telephone 
Message telling officially that the Armistice was to be signed, thus ending 


World War 1 


By HAROLD H. SMITH 


Beckman, for 
Hubbard, and 
the U. S. Civil 


at Cincinnati, Ohio, dug 


Jame S W 
Elbert 


representative of 


irk nd, 


UR old 
mer secretary to 

now a 
Service Commission 
into his files recently and came up with on 
of the most interesting stories about the prac- 
tical uses of shorthand we have heard in a long 
while. 

Mr. Beckman was scheduled to sail with El 
bert Hubbard in May, 1915, on the last voyage 
of the were 
changed at the last 
sad fate of his chief and Mrs. Hubbard 


ill-fated Lusitania, but plans 
escaped the 
Atte 


rvice 


minute, so he 


volunteered for s¢ 


York) 


we entered the war, h¢ 
in the 27th Division (New 


OUR storv begins with Sergeant Beckman 
on duty in the Second U. S. Army Corps head 
quarters in a shell-torn chateau at Bertangles, 
France, about 10:15 P.M., November 10, 1918. 
Divisions were attached to 
Tired 
that 


Our 27th and 30th 


the British Fourth Army in this sector. 


of waiting for confirmation of the news 


an armistice was to be signed, everyone, in- 
cluding the officers, had left headquarters for 
the night 

Suddenly the field telephone jangled, and 


Sergeant Beckman, putting on his head phones, 


picked up a pencil and a piece of the only 


available paper, cheap and rough, and began 


writing rapidly in Gregg shorthand. Of this 
experience, he writes 
I was almost impossible for me to under- 


stand the message as it came over the Signal 
Corps wires That is why at the start | 
could not make out what was being said, but I 
put down any souygd that I could catch. Then 
the wires cleared up and the remainder of the 
message more clearly, although not dis 
tinctly, heard 

Under the strain of hearing the message and 
the tenseness of getting this historic and dra 
matic news, it is a wonder that I did as well 
as I did Few shorthand messages have 
ever been written with the suspense that this 
was. It is almost impossible to describe 
such a momentous 


Was 


one 
the nervous expectancy of 
occasion. 


i . . is 
WE reproduce Sergeant Beckman’s original 
notes here, confident that they will be of inter 
est to many of our readers 


As will be seen 


from the accompanving script, this was an 
o‘hcial message from the B sh Fourth Army 


Intelligence reporting that Matthias Erzberger 


vice-chancellor, had authorized 
After 


message 1n 


German been 
to sign an armistice with the Allies 
Sergeant Beckman had written the 


shorthand, he transcribed it on a typewriter 
and telephoned it to the headquarters of th 
27th and 30th Divisions 

It 1s remarkable at legible and s 


harp these 


pencilled notes are, though they were not pho 


tographed until 1942, when the 
paper was vellowed with age We know Mr 
Beckman will prize them as long as he lives 
We wonder whether son the Gregg writer 


will not have as moving an experience when 


World War II draws to its inevitable close! 


Che omcta transcript as M Beckn il 
typed it, is appended to the notes. We have in 
terpolated in brackets in the copy below, thx 
first tew garbled sentences Mr. Beckman has 

| > ] 1 | 
explained, though we are sure none of our 
readers will have any difficulty in following 


the shorthand notes verbatim. They have sur 


vived the vears in better state than the carbor 


ot the transcript itself 


Transcript of Armistice Message 


GENERAL STAFI INTEI GENCE SECTION 


AMERICAN EXPEDITIONARY FORCES 
‘ 
Field Tel ne Mes Rk from 4th Arn 
"2 2.1 
The Ge rmat ince ‘ } Fr;l 
to sign the Armistice; [but t t ir P 
clause finding it that t ¢ of G = 
e not be a pied . 

starvat 1.) The I t+ 
Germar Government ‘ 
carry out the cond ! le 
their duty to point out that the ex itior f certair 
points would reduce 1 
the portions of Germar , not to he , 
pied The abandonment t listricts t he 
evacuated of all supplies inter i for the feeding 
of the troops as well f means of 
transport which am t mbines 
with the maintenance of the blockade to render the 
supplies and organize d t 1 f f 1 impossible 
The undersigned theref equests to be a 
lowed to negotiate f ns as w 
ssure the maintet t pl 


Warrier, January, 
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THE LEARNE® Trt 


AIM FOR FACILITY AND SPEED! 


But the skill that marks good shorthand writing can be built only 
on a ready mastery of the principles of the system, we are reminded 


By JANET KINLEY 


HOMAS HUXLEY, in his “Technical 
Education,’ is said Perhaps tl I st 
valuabl sult of all education ts ibil 
t to mal \ s » the t } \ ve to 
vhe t ght to be done, whet \ like 
not N t course there Ca be no 
stion 1 IKINE£ Ss thand Ww i like 
’ t nl b | 1! ou st aly \\ ij a> 
ell remember that not only are we Ving 

uur shorthand skill, but our character and edt 
cation in general, en W Te 1s vhat 
st be dor d done on time \ few s 1g 
estions that may be helpful in learning this 
esson are timely now when we are welcoming 
to the ranks of shorthand many m students 
while many students ive bee classes 
since Septembe e starting on a special phase 

thei x, deve ing speed 


I HE foundation ot good shorthand writing is 
| nportant part 


of it is word-building principles. It would 
not be possible to memorize outlines for all the 

rds in the language; even if it were possible, 
it would not be helpful. For words a writ 
ten according to sound, and as the sounds are 
similar so also are the shorthand outlines. Once 
ve have learned to write a short torward 
lanting curve tor we do not need to learn 


it again in a new word containing the same 


sound—we already know that much of the new 


word without even thinking about it. If you 


find that you hesitate in writing a word or a 


phrase, or if you have made a mistake in writ 
word-building princip!es by 


vhich the word 1s properly written, and thus 


ing, go back to tl 


correct the mistake not only in that one in 


stance but a possible mistake in a 


| ot] a | words 
similar to it 


To do this may take a little extra time, for 
’ 


ome of the longer words involve several dif- 


ferent principles, but it will save time in the 


hong 


run. In the word savings, for example, 


the writer must know not only the outlines for 
word, but how they are put 


used, that the 


the sounds in th 
that the 
circle goes outside the angle, that ings is writ 
ten with a left-s put in place of the ing dot 
7s in full. 


together “comma-s” is 


the s that would be used in writing » 
But there are hundreds of 


these same principles apply, and once they are 


words to which 


learned, as in they are also 


So drill 


the word SAVINGS. 
ready for use in all similar joinings 


basic principles 


thoroughly on the 


GREGG 


\ VERY good way t mprov riting habits 
and to gain speed in writing is to practice p1 
pared material This may be don ith some 
success even by the beginners, as well as by 
more advanced students. Choose a paragrap! 
and go over the shorthand very caretully 
being sure that all s and phrases are 
clearly understood, t ite it at something 
less than your n il s 4 ck your own 
shorthand with tl iginal paragraph you 
ive chosen to we \ ecting any tauilty 
itlines and practicing thes ms until you 
can write them re y betore undertaking the 
entire paragraph again 

Each time the paragra is dictated it should 
be written at a slightly increased speed, unt 


l write it at more than your normal 
speed Phe 


cause the material has become 


Increast in speed 1s possibl be 
tamiliar throug! 
practice Perseverance In such practice will 
lead to a general habit of taster writing at a 


After all, 


primary joinings, and it 1s through repetition 


times there are comparatively few 


them that skill in using them 1s attained 
Speed in writing 1s definitely a habit, and as 
such can be acquired by anyone who has the 
foundation knowledg« { theory and word 
building principles. Much excellent material 


for this sort of practice may b 


yee ge "1 : 
Building as well as Ss magazit 

. » os ' ‘ , ‘ 
FOR those who are just beginning their study 
this month, too much emphasis cannot be put 


on developing proper writing habits from the 


very first, the proportion of 
comparative sizes o e characters If you 
are in doubt about an outline, look it up be 
it if it is p 


an unhappy faculty 


tore you write issible to do so 
Mistakes have 


themselves, so it 1s important to 


t repeating 


guard against 


them fore they occur Learn as early as 
possible a few useful phrases and add to the 
list at every opportunity, tor phrasing simpli 


hes thinking, writing, and, above all, reading 
Note that most pronouns art 


verbs, as in / wt I an ‘are 


jomed to their 
not et 


that the main objective in phrasing is that the 


words shall be more easily written together 
than separately, as in im f could be, t 

is the; and that they make good sense to 
gether, as, for instance, this ts the, ca 

done, for a long time, and the more advanced 
phrases for a few days, u ” Wd to say 
wrder blank, etc. Continued on page 232 
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Principal Cities of the United States 


(75,000 population or over) 


yA Tex Ge 
) ws 
H W.Va ir 4 
’ ledis — _ y 
/ 
? f y 
City, N. J 
he : 
2 AK s 4 A 2 C 
, 4 
3 K City, M 2 
. b I 
I Mich 
= t 
4 or Law Mass 
yf 
I Net 
- I Rock, Ark 
2 
I Bea Ca a 
< $ I Angeles, Calit 
< 
I c, Ky ; 
the 
< < » ‘ Lowell, Mass 
or = 
Lynn, Mass » 
| c N.H 
M 
. ’ 
, 
—_ M Fla 
, “ c, W 
; é 
‘ S M 
- » 
N I 
Newark, N 
J r < 
f w Ha ( 
oe New Orlea l 
( 
New York, N.Y 
~ Niagara Falls, N.Y 
} a y 
N k, Va / 
. Oakland, Calit ‘ : 
~* 
Oklahoma City, Okla — 
c 
— Neb ; 
( 
\ ~ I a, Calit 
4 f Pate N. } J 
ap a — 
A 
f 
( e I al - 
~ f Philadeipia, Pa i 4 
i € Pittsburgh, Pa . e 
( we Portland, Oregor pan « 


Providence, R. I 


Reading, Pa 


Richmond, Va 

k er, N.Y 
Rockford, Il 
Sacramento, Calif 


Saginaw, Mich 


Saint Joseph, Mo 


Saint Louis, Mo 


Saint Paul, Minn 


Salt Lake City, Utah 


San Antonio, Tex 


San Francisco, Calif 


Savannah, Ga 


Schenectady, N.Y 


Scranton, Pa 


Seattle, Wash 


Somerville, Mass 


South Bend, Ind 


Springheld, Mass 
Spokane, Wash 
Syracuse, N. ¥ 
a a, Wash 


Washington, D. C 


Waterbury, Cona 


Wichita, Kans 


Wilkes-Barre, Pa 


W iimuington, Dei 


Worcester, Mass 


Yonkers, N.¥ 


Youngstown, Ohio 
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AFTER all, it is the transcript that counts in 
an. office In this connection, the art of read- 
ing notes may be cultivated by the beginner 
is well as by the more advanced student; try 
ilways to read at least a group of words at a 
time—not just single words. Then practice 
reading whole lines, or even whole sentences, 
at a time, so that your reading can always be 
at least a sentence ahead of your typewriter 
[his saves much time and many mistakes 1n 
transcription, for you then get the sense of the 
material you art 
striking the keys. If you come to words or 


transcribing before actually 


idioms you do not understand, be sure to look 


them up, and to make a note of their spelling 


and division, as well as their meanings 

Right in line with this is the development 
of word-carrying ability in writing shorthand 
An expert writer is usually able to carry whole 
sentences in his mind and catch up when the 


} 


speaker pauses The tact 1s that the writer 


must always be behind the speaker—he cannot 
possibly get ahead ot him! So some word 

hil . ‘ } 
carrying ability 1s necessary from the very 


first lessons 


THERE are writing faults common to many 
writers. Here are a few to watch out for, to 
guard against: and the watchfulness will be as 
appropriate to the advanced student as to the 
beginner 

(1) Guard against large, sprawling outlines 
These waste time, since the hand must travel 
back and forth too much and the pages of the 
notebook must be turned too often 

(2) Guard against wide spaces between the 
outlines. This, too, means loss of time 
(3) Avoid slow or jerky transition from one 


1 the outlines 


outline to the next. Even thougl 
may be placed close enough together, you 
waste time between the outlines by hesitant or 
jerky motion. This will break the rhythm of 
your writing and slow your speed The ap 


pearance of the shorthand betrays this fault 


in the blunt, heavy beginnings and endings that 
result—the total absence of the gradually di 
minishing “get-away” stroke that is the sign 
of fast yet well-controlled writing 

(4) Lastly, watch how far the pen is lifted 
from the paper—the closer it can be kept to 
the paper at all times, the less time ts lost and 
the better your control of the pen will be. 
\iter a 


in the an 


ll, you are writing on the paper—not 

hese are some of the basic writing factors 
that distinguish the expert writer from the 
novice—and you want to be regarded as an 
expert and paid accordingly 


AS many 


names, Wwe are 


vriters lose time on geographical 
printing a list of cities and 
states for those who are starting their second 


semester's work These outlines will most 
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surely come in usetul later on, and now, as 
Mr. Huxley says, is the time to learn them 
\ page ot outlines for the names of many of 
the countries overseas—names you see again 
and again in the news these days—will follow 
next month 


AND here 1s sot 


material on which to try 


your speed. It is counted for progressively 
faster dictation, you will notice Write each 
letter through on is a warm-up; then get 


some one to dictate the material as timed for 
you 

Keep your notes to compare with the plates 
' 


that will appear next mont! 


Progressive Speed-Building 


Tests 


The light bars mark the quarter minutes, the heavy 
bars, the minutes. Standard word count is used 
28 syllables to each 20 words 


1 (Chapter I) 
20 Words a Minute 
Dear Sir: Could you come here and | meet 
our men? They are eager | to greet you. It 
would be an | aid to the mill. Yours truly, J 


25 Words a Minute 

Mary: Can you go to the lake the day 

that I am going? I am | going by train and 

can get your ticket. | What time can you make 
it, Mary? J 


30 Words a Minute 

I will get your ticket and meet you at | the 
main gate. It will be a great treat to | be with 
you at the game. Can you remain and | take 
tea with Nellie Greeley and me? Helen. | (75) 


9 . 
2 (Chapter II) 
20 Words a Minute 
Dear Sir: The fixing of the | taxes at th 
rate you plan | would cause criminal evasion 
by many of our people. | 


25 Words a Minute 


Can you not think of some other | plan to 
settle the matter, at least for the present? 
\s a thorough | analysis of the traffic needs J 


30 Words a Minute 
of the city would be of much help to | you, 
I am studying them, and will soon | have a 
plan to present to you. | think that | the heavy 


trafic can be relieved. Yours truly, § (75) 


3 (Chapter IL) 
25 Words a Minute 


Dear Sir: Mr. Lowe has agreed | to com 


mence work on a business law book next 
month. In this book he will tell 
victions regarding the ] 


of his con 


y 


10 
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30 Words a Minute 
mportance of this subject. What | compensa- tor an important | position with my company 
ti should he ceive for his book? He | will He should | be of good character, should have 
eed as ( is | can get He has asked strong I 
ne what the ofhcials of your company I 
30 Words a Minute 
3S Words a Minute physique and a desire to be employed in 
y. Set 1 special letter, so I can the company. In truth, I need a | young fellow 
ni ! ! \ at your company would be to train to take mv place in the business 
bl to pay. I will then have a conference later. It will be an exceedingly J 
tl nd ill convince him that he in 
hett \ s truly, J (90 3S Words a Minute 
wd chance for some youth to get a start, as 
1 (Chapter IV) [ | shall treat him as | ild one of my own 
children If you know of su young man, 
9¢ J ‘eo , | r 
25 Words a Minute I shall be glad to | get in communication with 
Dear Si ’ king for a | man to train him. Yours truly, § (90) 
~ ~ 1 Di . . 
‘ > Saye M ae 
Same Sound, Different |! aning 
{ Quiz Arranged by E. LILLIAN HUTCHINSON 
y 
ANY stenographers live under the con- 1. (a) A group of words 
tant fe t sometime. sor re they (>) An animal's sharp nails 
ire 2 t k t ng sj ing f those 12 1) A thin pie sawed lumber: meals; 
esk s that are nounced just alike a council 
but 1 differently e English lan- Pierced; wearied by dullness 
t . . ° _ . 
; we | t these impuis rds that lie 13. (a) A tabular register of the divisions of 
t to trap t mwarv the year 
1 Pa Pte mec, (b) A machine that presses cloth, paper, 
tains definitions of a pair of (in some cases and or r mate oan gee rollers 
, : t yrodu a giazed surtace. 
. three) words 1 vounced alike but not spelled >, oe 8 : 
. ° ] , oO sh ter 
d like. Write the correct word against each '4 (¢) [0 shatter. . 
, , . (f levice 10 stopping or retarding 
€ lehinition ; thet mpa your list with the key . . . pps ng 
- . motion 
pag 256 - . . °¢ . 
15. (a) A baked article of food made from 
Key meal or flour 
" S (>) Brought up; reared 
| \ - S 16. (a) Ceasing to live 
ce R (/) Staining or coloring 
EALLY, y : d rat Md my nt on - , , . 
. : l (a) Moved through the air with wings 
— — 7 on oe (>) A passage for air or gases in a chim 
you kn ty t\ t me word in a nev 
trana ‘ ; 
, . 18. (a) Unclean 
< ] { On (b) A large edibl bird 
i ‘ : 
A { ) A storero mock rround 19. (a) An opening ; a pit 
2? (a) To hit wit! nissile from a fireart (b) Entire 
P ) An incl t 0. (a) In this place 
; 3 1) That whi nt or borrowed (b) To perceive by means of the car 
~ Ne] 1 > 
t? tary 21. (a) An instrument that unlocks 
| 4 1) True; actual (>) A landing place beside navigable 
\ winding devi spor water; a whart 
= >. (a) An aspect of a situation 22. (a) A metal decoration made to mark a 
yu, (b) To disconcert launt notable event 
a 6. (a) That which is stined or decreed (6) To interfere 
vy ' 
(6) A testiva 23. (a) A point; the toy 
7. (a) The central part of anything (b) To peep 
(6b) A military divisior (c) Resentment 
8. (a) More than one day 4. (a) A couplk wo 
} | _ j 
os (b) To stun; dazzle (b) A succulent fruit 
m Y (a) \ passage: direction of progress (c) To cut or shave off the outer covering 
xt (Db) ¢ omposed oft large particles of anything 
mn 10. (a) That which completes 5. (a) Endurance: self-control 
(bh) A flatterine speech or attentioi ) Persons under a phvsician's care 
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A Vital Detail in 
Addressing Packages 


HERE is Har in West Virginia, Rife in 
Colorado, and Cannon in California, Dela 
ware, Kentucky, and Mississippi. We also have 
Tank in Alabama and Pennsylvania, Gunpox 
der in Maryland, and Gunsight in Montana 
Many l 
have martial names 
But the railway 
many jobs it is to handle thousands of ship 
ments daily, take thx 
and towns in their stride. Perhaps they are a 
bit taken aback when they encounter Matta 
wankeig in Maine, Cochituate in Massachu 
setts, or Wapwallopen in Pennsylvania 
Nothing stumps them so quickly, however, 
as a hastily scrawled or mistyped address on 
a package. 
special attention to this very 


and Texas. other 
expressmen, among whios« 


cognomens of all cities 


So they ask all shippers to give 
important detail 


of addressing 


Celebrating Old Christmas 


HE thought just struck me,” wrote Jean 

Thomas in connection with her explanation 
of how 
of the old “Cherry Tree Carol” on her portable, 
one Old Christmas years ago at Jilson 
Setters’ little Lost Hope Hollow, 
“that you might be interested in the fact that 
Little Margie May and Little Harry Lee—th« 
Little Chad and Emmaline of 
Kentucky mountain stories—grandchildren of 
Aunt Alice in the Old Christmas picture | 
(that’s the picture on page 226 of 


she took down both words and music 


cabin in 


many of my 


sent you 


appeared with me on WJZ 


this month's issue), 





Two little Kentucky mountain minstrels in homespun singing 
the old “Cherry Tree Carol” for WJZ listeners 


communities also 
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Old Christmas a year ago and sang the bal- 
lad of Joseph and Mary \ tte the prog l 
the station received more than 4,000 requests 
for the words of this ancient folk song.” 
Enclosed with her letter was the accompany 
ng photograph, taken at the time of the broad 
cast Here are the t dren, In 
spun linsey-woolsey—t boy in homespur 
jeans and knitted galluses—playing primitiv 
gourd banjo and cornstock fiddle Linsey 


woolsey, Miss Thon is fT Ss us Vas woven 


England long ago, and is still woven in tl 
Kentucky mountains in the same manner and 
using homemade dyes 
In the group are pictured with Jean TI 
Mrs. Gullett and the month-old baby sister , 
I vda Messer Caudill lescendant f Mary 


Queen ot Scots) in her royal Stuart plaid, and 





Nancy Booth Craig, who directed the “Womat 
ot Tomorrow” progran Miss Thomas act 

as narrator tor the children when they sang 
the ballad of Joseph and Mary an ecreated 


Globe Indemnity Meets Prob- 
lem of Typewriter Shortage 








‘ 
phe responded to the Government's 
call for typewriters, the Globe Indemnity | 
Company of New York has gone back to t t 
use ot the lead pencil in routine ¢ espondence ' 
by adopting what it calls a “Query Fort 
vhich is tured a SS tin 
page 
) ery ns are put 
i ’ and are furnished t 
i epartments and to 
gents of the company. C¢ 
respondents write the nam 
of th addressee, the sub I 
ject, and the message on 
the left half, making two 
carbon copies One ot 
them is kept and the other 
sent along with the original 
The space on the right 
half is for the reply Phe 
correspondent inserts a car- | 
bon sheet, jots down his 
reply, and mails it back, 
keeping the carbon copy on 
which both message and re 
ply appear. Both parties 
then have a record of the j 
correspondence on a sing 
sheet Formal salutation 
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nd clos ir¢ ( n iway 
t ind longhand mes 
Sages are ipt to be briet 
free from the stilted 
ases common to routine 
tation. Letters go in th 
II | it once ind \} cs 
me back m mptly 
est all t il Icaps , 
suiting I tin snort 
iges t typ ters and 
stenogra ers greatly 
its on Vay ot meet 
g the problem \nothet 
t ML OT expediting ott 
orrespondence is oftered 
the Credentials Depart The current 


. , oe 

240 two other methods, in fact—Miss Ca 
hana’s. f othces where the executives never 
cguired the winged art’: our own, which 


dictator 


roves a grea timesaver where botl 


ind stenogra vrite the same system of 
S ’ G . ‘ ld lend = itselt 
, ‘ 


Stickers Pinch-Hit for 
Paper Clips 


\PER clips are made of steel wire. Far 
P.. ted office managers have been well 
uware for many months that when the present 
’ there'll be no more And 
looking ahead, some of them have already hit 


bstitu Their new pinch 


on an excellent substitute 

itter is low-priced, available in quantity, and 
already found on counters of most stationers 
variety common 
sticker, usua 
purpose of mounting photographs in albums 


lippings in scrapbooks, et 


und many stores. It 1s the 


y sold tor the 


1 
i 


place mounting 


Mounting stickers art 
square or half-inch ( x 1”) size, 


perforated sheets compact, 
removed indi 


supplied in incl 
, usually in 


bound in handy 


books from which they can be 
vidually as Mounting stickers ar 
gummed on both sides. Use of them not only 
of miscellaneous material, 


needed 


speeds up pasting 
stickers 


but insures neatness. For example, 
pasted on the back corners ot a 


then with the exposed 


are usually 
snapshot or clipping, 
sticker surfaces moistened, the scrapbook item 


is quickly slapped into plac« There 1s no 


I 
chance of applying too much paste or having 
it ooze out to cause troubk 


‘ 


te 
~ 
ae] 





style in interoffice mail at Globe Indemnity 


It is this factor of neatness and control of 
the amount of paste that recommends mounting 
stickers to office managers as a substitute for 
paper clips. Many offices, following short 
tests, have definitely adopted stickers for at 
taching papers wherever possible, particularly 
material being sent to files 


How This Method Works 


N fastening two pages together by this new 

method, the easiest way is to moisten one 
side of the sticker, Eureka Specialty Printing 
Company advises, and bend the other over the 
upper edges of the papers to make a hinge 
In fastening several papers, it is best to mois 
ten both sides of the sticker and place them 
between the upper left corners of the papers 
\s many as eighteen papers can be fastened 
together in this manner before the bulk be- 
comes unhandy. 

Che adhesive or gumming on these stickers 
is instantly soluble. If the tongue is used, only 
the slightest moistening is required. The ad 
hesive is pure, and virtually (pro 
duced from tapioca). Actually, therefore, far 
from being harmful, licking the gumming off 
the stickers might prove fattening ! 

Economy recommends this new office pro 
A book of 800 mounting stickers, for 
which means 


tasteless 


cedure 
instance, costs only ten cents, 
that each office worker can be supplied with 
his or her own book. In the compact, handy 
book form there is no waste from wrinkling 
or soiling. The offices now using mounting 
stickers agree that they are an excellent rem- 
edy for at least one wartime headache—th« 
dwindling supply of steel paper clips. 
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r Thanks to Shorthand < 
By RAE VASCONCELLS 
ID you ever try to tollow an excited lo my reseu On cvery mterview | have ever 
irishenan’s conversation ? \nd whats made, | have made good use of it. In fact, | 
worse, did you ever try to write it can truthtully say that without it | couldn't 
down? Try it sometime and you'll find its have written a decent article. Certainly I con 
an utter impossibility—in longhand. In short sider the hours spent in learning shorthand 
hand, if you're lucky enough to be able to tak some of the best spent in my lite 
it, it can be done. Pake research, tor instance Chat means 
rhe Irishman I| tried to “get” was head ot ¢ trip aiter trip to the library for reference 
large candy concern which he had built uy Looking up dates, records, or other data, which 
from practically nothing because of a startling ! would utilize in some way in writing up 
and unique method of advertising | was in irticles First one book, then another. En 
terviewing him for a feature article tor a m« cyclopedias, reference books, dictionaries, stat 
chandising magazine, and he was, without a histories. Page aiter page written matter 


doubt, one of the most dynamic and interest 


ing persons I have ever met. His conversation 
justly ta 


arti Ie 


was sprinkled with dashes ot the 
that to a teature 


a good dis} 


mous Irish wit—wit 


is like seasoning to 


IF I had been trying to take down notes it 
longhand, | would have been completely 

Furthermore, the it of a 
peculiar reaction person 
It cl 


has the same 


less sig! notebook 


has a on a being 


interviewed ses them up like the proverbial 
ettect that 


people’s conve 


clam, It a telephomn 
booth 
sations. It 

noticed that home a tel 
phone conversation can be carried on as if the 
t there \sk 
anybody with a !) Yet, go out and 
call that friend in a public booth and 


has on a great many 


becomes stiff, forced. Have you 


evel In your own 
person on the other end were rig! 
party line 


sumething 


happens Mayle it's the smallness, the close 
ness of the tour walls, but natural conversa 
tion goes out with the closing of the boot! 
doot Well, take out a notebook and you 


usually find the same thing happens to a per 
son being interviewed 


NOW an intervi can be good only if the 
speaker loosens up, starts reminiscing about 
his early days, tells little personal stories—fun- 


little incidents of his 


early struggles (if he struggled). | 


ny, sometimes pathetic, 
was get 
besides, and most of it 
would have been lost if it hadn't been for my 
shorthand. For, try as I would, I could never 
have retained all, or even a part of it without 
As it was, I could jot it down when he 
looking, 


ting all that, and more 


notes 


wasn't being equipped with a very 


small notebook and an equally small pencil, 
both covered by a very large purse (bless t 


purse, also), thus managing to get all the 
highlights and the spontaneous wit ot the 
speaker. The finished article was, I admit 


very modestly, rather good! 
That isn’t the first time shorthand has come 


and, wou 


work 


valuable hours 


which, if taken down in long d mean 


hours upon hours otf tedious Laken 


down in shorthand, many are 


saved. In one hour | can accomplish, in short 
hand, what it would take me hours to do oth 
crwis¢ 
NOW time to me is es ecially valuable. You 
see, | am not a full-fledged writer. Quite to 
the contrary, | am st ly beginner, witl 
a tull-time job in the daytin (thanks again 
to Gregg), and my writing must be confined 
to evenings and week-ends Consequently 
time is precious. I 1 every moment 
I can, hill it to the bru t waste a secorm 
That is, if I ever expect t e a full-lledgec 
and full-time writ 

No, I am still a beginner, still with many 
things to learn; but still a beginner with a few 


to her credit. Some day | 


able to devot« 


sales hope 


my whole time to it. This busi 


ness of meeting people, writing about them 


both those and tl 
books and biographies—has for 


alive ose met only tn history 
me an inde 
scribable fascination which no other work can 
ever equal. And always, al thank 
shorthand for the part it has and | 


hope will continue Now it 


ways will | 


played, 
life 


to play, in my 


not only helps me earn my living in the day 
time, but it has helped and will help me toward 


the achievement of a life-long ambition 


of being a writer. 


that 


> o > 


> EVERYTHING is under law. You cannot 
obtain mental ability or moral virtue by sit 
ting still and doing nothing. You can obtain 
both by and persevering thinking 
You can build your mental and moral nature 
by thinking, for man is created by thought; 
what he thinks upon, that he becomes: 
tore, “think” on that whicl 


strenuous 


there 
you aspire to be, 


and inevitably it shall be yours 


19) 
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“YOUR OBEDIEN e 
) T SERVANT 
So this interesting letter was signed that reached us last month 
. . ° ° ' , 9 ° . ° 
from a Greggite now in the Navy. You'll enjoy reading this tale 
By JAMES B. CONNOLLY 
OR the first time in several years | have spent with the newspaper, | was stenographe 
at hand a copy of the Grecc Writer. | for the publish and his wife, and then 
have read in various editions a number friends. Rather interesting work, and | mad 
success stories about shorthand experts, manv contacts hich otherwise would hav 
and [ am prompted to tell a story—whether of been denied m« 
success or no | cannot yet say—of a very [ was with the circulation manager about 
nediocre writer, either short or longhand ight months. It was a hard time in the news 
But shorthand has had quite a prominent game, sO a promotion manager was hired t 
art in my life, at least in the last seven or ut new life in the sheet. I was his secretary 
ight years Later, after | is fired, I gathered up the 
loose ends of his ork at ent on to new 
I TOOK 5s thand ! hig school, not elds 
through choice, but from lack of it Che only For three months | is secretary for the 
other elective subject open was a social science, mechanical superintendent, for two months 
and I preferred shorthand The only out secretary to the advertising manager, and for 
standing performance of my school career was another two was at the advertising depart 
taking dictation at the rate of about 250 words ment’s information desk, subject to dictation 
4 munute This was accomplished when from a staff of solicitors and layout men; 
through some chance the instructor dictated a spent two months with the vice-president and 
rece of prose whi | previously had memo general manager (on tice also 
rized I attained the really creditable speed 
by th ex pedien \ ot rotting down the tirst [ \W AS th n attacl 1 in a more | less per 
1 of each sentencs manent status, to the agricultural department 
Otherwise mv attainments were nil, except \egriculture was quite a hobby with the pub 
that | got a credit in the course and then lisher Taking dictation’ from him was an 
promptly forgot all about it! education Che newspaper owned an interest 
in a radio station, a paper mill, a real estate 
IT was in the spring of 1935, about five vears company, a power and light plant, a game 
ifter the completion of the aforementioned farm, and a grain and livestock farm; besides, 
| course, that I landed a job with a fair-sized the publisher was an ardent and active politi 
midwest daily, through a letter written by cian and a director on the Associated Press 
| my Dad. In taking me on, the publisher said board Dictation was apt to range from 
he would give me a thorough newspaper edu butter fat to kilowatts, from rye fields to Re 
cation in each department publican candidates for President, from wire 
First I was in the circulation department photos to ring-tailed pheasants 
und early saw the value of shorthand. I took As secretary to the agricultural superinten 
1 nightschool course and by dint of not too lent, I did quite a lot of traveling—to and 
nuch effort was able to harvest dictation at from the newspaper and the farms. Had a 
the rate of 100 words a minut« hand in the sale of pure-bred bulls and turkey 
My first job in the department was writing poults 
omotion letters t newsboys The job was 
manufactured { COUPLE of jobs a bit out of the ordinary 
Within six months I found myself as secr« | had in the reporting of meetings. One was 
tary to the circulation manager It was not i group ol agri iltural experts, covering a 
so much my own ability, I suppose, that earned general field—meaning there was a grain man 
me the post, as it was the fact I was the pub a horse man, a cattle expert, a tree expert, and 
lisher’s protégé. and that the manager's ste so forth The other was with department 
nographer was leaving heads of the newspaper and several men fron 


1 syndicate, planning a promotion stunt. The 
PREVIOUSLY I had gotten into shape by idea was not to get a verbatim account of 


doing secretarial work for the roadmen, the what transpired, but to get all the important 
mail circulation manager, the city circulation bits of conversation that floated about and 
manager, and the country circulation manage arrange them in some kind of order [in the 


Upon occasion, and all through the five years I fashion detailed by Mrs. Kirkland last month 
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THROUGH the politics of the publisher | 
next found myself a clerk during a state legis 
lative rather attracted to the 
agricultural committee because of my 
experiences in that line, but when the chair- 
man of the claims committee learned that I was 
a stenographer, he insisted I be detailed to him. 


session l Was 


recent 


That was all right with me, or was until | 
learned the claims committee got about one 
fourth of the bills introduced. But there | 
was. I did secretarial work for two of the 


committee members, besides the other work 

There were a number of hearings, which | 
took down in shorthand and then transcribed 
in a manner I am sure hearings in that par- 
ticular committee were not taken before. By 
the end of the session quite a book had been 
assembled 

I did a pretty fair 
made attempts to 


job of it and the chair 


man several get me a pay 


boost. The pay was set by law, but he mad 
so much fuss the rules committee compromised 
by giving me a stenographer \ stenographer 
got a stenographer, faring better than abou 


half of the representatives ! 


Ir was interesting, getting the views of the 
offended parties and then getting the side of 
the particular department involved 
Learned a lot marketing 
conservation, rivers, insurance 
\ highlight came 
the legislature. There 


State 
about regulations, 
highways, 
(teachers’ retirement), etc. 
on the final session of 
was a particular highway claim that the com 
oppor 
tunity to sue the state because of an accident. 


mittee had denied, which asked for an 


Twice the representative who had introduced 


the measure tried to add his bill to the omni 
bus claims bill Twice the rider was voted 
down. The chairman (feelings ran a bit high 


about that time), on the second attempt, ex 
plained about having an “expert” stenographe 
as clerk and then read verbatim from the rec 
had the hearing and 
told why the bill had not been allowed. 


ords what been said at 


THE session ended and the scene changes to 
another state, where I was writing safety pub- 
licity in the highway department 
the road-safety stories contained not a few 
plugs for the governor, and the job also en 
tailed some secretarial work for his excellency 

interesting work 

I resigned, however, to take advantage of th: 
chance of a lifetime, but within three months 
that newspaper venture flopped. I next found 
myself a reporter on a small daily. I did se 
retarial work for several people, besides my 
reporting, editing, and writing jobs. The pub 


Somehow 


lisher, especially, delighted in dictating long 
stories and editorials, not to mention letters. | 
also read proof. 
anyhow. 


Not a dull sort of existence, 
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Well, war was declared and | signed up, not 





as an apprentice seaman at $21 per, which 
would seem about right for a boy from. thx 
prairies, but as a yeoman, second class, at S/6 
per. The pay has been boosted by legislative 
action, and by sea duty. I have been using my 
shorthand in the Navy to take dictation from 
the captain (I was in his ofhce) and on in 
spection tours 

Where I'll go next or what I'll be doing, | 
don’t know, but I am sure my shorthand will 


continue to play a part in my caree! 


Are You “Socking” the Axis? 





OW that women all over the country are 
N beginning to “‘send off to war” their out 
worn and torn hosiery, they probably ar 
curious to know what happens to it This 
answer is fturnished by tl Civilian Defens« 
Volunteer Office (CDVO), whose Salvag: 


Division is supervising 


the New York City 


campaign through “Hosiery 








established in retail stores handling women’s 
wear 

The first thing that happens after stockings _ 
are sent to the government agency, the Defens at 
Supplies Corporation, is the separation of thi as 
silks from the nylons. One of the processes oT 
devised to simplify such separation is to dy | 
them in a chemical. bath in winch nylon turns I 
one color and silk anotlhi hye 

Silk stockings are then sent to a reclaiming by 
plant where rayon and cotton feet, tops and » 
Scams are cut off, and the ret mg pure silk [ k1 
is spun into yarn, and rewoven into gunpowde1 of 
bag cloth. The silk cloth is particularly ad t! 
sirable gunpowder bag material because the ri 
silk burns instantly and leaves no ash residue Pt 
in the guns. Incidentally, these gunpowdet la 
bags are used mainly in the very large guns R 

Nylon Stan kings, after being s¢ | arated tron in 
the silk, are processed in various ways. In om HH 
method, for instance, the nylon is melted down I 


and the resulting liquid forced through tiny m 
holes and solidified into thread, 
into tough durable material for 
exact use is a “military secret.” ce 

Not even the cotton and 
from 


which is woven 


war uses—th« \ 


rayon which may ne 


the stockings, is wasted 


be removed 


With other rags it is used in making products [ tr 

such as roofing as 

! in 

¢ ¢ ¢ ol 

t] 

> IN the early days of the typewriter, a use is 

sent a typed letter to a hotel asking for a _res- st 
ervation. When he arrived, no record of the \ 

letter was at the hotel. It developed that the I 

clerk had thought it was a printed circular tl 

letter. Without reading it, he had tossed it tl 

in the wastebasket—Joseph A. Moore. cl 
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The famous Pali (pass) on Oahu 





Hawaii 


pcnings 


HAWAIL is, ind much more than just a 
beauty spot l se islands, discovered in 1778 
by ( tain | s ( glish navigat 
‘ 1 i s by Hawaii's « 
kings and queens t IS9S8, at the ques 


the islands as Unit States territory \ ter 
? , ] 7 ’ , 7 1< st} 

gor ment was set up 1900, with a 

wer appointed by the President. a legis 





lative body, and a representative in Congress 
Recently Representative Samuel Wilde 
introduced a bill that would on passage 
Hawaii our forty-nintl 


eople had voted t t me in tavor of this 


Kir £ 


+e ake 


motion ) 
Even in the early nineteenth century 


Haw all 


is education~« ious. By 1832 eighty per 
cent of the population was literat By th 
next year school attendance was compulsory 
In 1831 and 1834 two schools—one for teacher 
training, the otl tor imstructing religious 
issistants wert ded Phey also oftered 


industrial training a ar considered thr hirst 


what Is now 
Hawaii 


students from 33 


of this type to be established in 
the United States. The | 


Honolulu 


loreign countries 


niversity of 
It boasts 


is at 
states and 11 


HAWAII has been a profitable addition to 
the United States. Sugar is, in normal times, 
the leading industry, with pineapple-growing a 
close second. Almost 500,000,000 cans of pinc 
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1 


apple fruit and juice | 
Phe industry, too, 
silk, tobacco, cotton 


smaller scale Of course these are 


ave been exported yearly 


coffec is building up, as is 


rice, vanilla, etc., on a 
pre-war 
standards 

SITUATED as th 
Pacific, the climate is quite temperat In 
Honolulu, accor to the Weather 

report, it has never been hotter than 88 de 


Islands are in the warm 


Bureau's 
surf riding, 


rrees or colder than ° 


boating, and fishing are a easant pastimes 
in the warm turquoise-colored waters sur 
rounding Hawati There are many mountains 
in Hawaii, mostly volcanic: som tive, som 


viescent—Kilauea, for instance, is in 
us eruption. Its crater is nine miles in cit 
imference 1000 feet deep. and it is said to b 


the largest active volca the 1. Ther 
re crater pits here, stalactites, lava trees, sul 
ir steam baths, pum« beds, and various 
ther strange and interest s ts 
The Islands ( i int ith t ical flo 
s—the natives’ chart st hanging 
er leis about the 1 ing passe 
s 1s tamiliar to most S | there is a 
it variety of birds y in the unin 
ibited « il s! s It t tin Westerly 
1 except Mid iy set aside by 
the Federal Gov t t Hawalian 
slands Bird Reservat is considered 
( st s ( iry 1 1 





FROM FR ‘ w 


A 8 


New City Hall, Honolulu 
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ART AND CREDENTIALPE Gr 


THIS, LADIES AND GENTLEMEN! 


Presents a suggestion for increasing office production that gives 
point to special effort to improve your shorthand and typing skill 


By FLORENCE ELAINE ULRICH 


wieas that are old but iT tak n 
me ignificance under present circut 
stances, | inst the drastic cut in tv] 
yriters, plus the increase in correspondence 
in manv ofhces, 1s calling tor new measure 
to handle the volume of transcription. Tl 
may seem to be a paradox at first, but neces 
sity is the mother of many an expedient t 
greater emcrency 
\ simple means of getting better producti 
from the typewriters remaining in the ofhe« 
is to have, of course, proficient typists. Every 


typist should resoive to increas his skill 
venture to say that not more than ter 


cent ot the stenos 





writers with n efficiency! That may 
call down the wrath of the gods on my head 
but take, for instance, the tabular stops 
How many of you typists set the margn 

stops on vour machines, and use them tinstea 
f tapping the space bar f entations 
Those gadgets are 1 labor-saving and time 


saving device Again, how many, other thar 


expert typists, are skillful in inserting a let 
terhead or an envelope in the machine, or 1 


throwing back the carriage Simple opet 


a 
tions, but how many of you are proficient 


them? 


AN intimate knowledge of tl parts of the 

typewriter, with their care and use, is im 

portant to every typist’s training Students 
, , 


should make a thorough study of their ma 
chines, and know how to care for them. Sup 


pose you enter an ihc where the tvpe writer 
is not in satistact orkinge ordet or 
merly, you would have had only to call a 
repair man, and, in some cases, that may still 


be done but repair service is not always 


readily available today when men are con 
stantly being called into the armed forces 


You may have to correct what is wrong witl 
that machine yourself! 
Typists who never learned to clean, oil, 
and make minor adjustments on their type 
writers should procure from the manufacture 


literature that will explain these details. That 


is one way of conserving vital war material 
the proper care and use of your typewrite1 
Let us look at shorthand to see whether Oo! 


not our use of it can be improved also Ten 


worarily at least, t im many 
ffices when an | may be spent in 
taking dictation lets ly, and these notes as 
leisurely transcribe m tl typewriter In 
nany firms busines is imereased beyond 
the capacity of t tenographers normally 
emploved. but bec 2 t possible te 
purcnast addit i t st sti 
hy ul lled bw ft ; 1] ' ‘ 
this be dor 


r office n t tput of 
stenographi rk it possible { 
her to take over 1 t tour additi 

rganizations, t tional in x 
without increasins st raphic fore: 

Miss Cab na . { t th dicta 
tion of th ott lett nm tes + meetinegs< 
i 1 idd Css but t 

tes, s stribut { ‘ 


a hl ‘ : 
ographic servi simple and are 
easily adapted to ot f offices All 


that was necessary s to har bout a dozet 


numbered notel ks, 1 ger notebook 
known as the letter bool In this letter book 
the head stenograyt ‘ t the let 
ters that were dictat together ith the fol 
lowing data: the notebook 
carrying the letter, the naz t the dictator 
the name of the pers to whom the letter 
was going, t date transcrib ind the st 

nog aphet transcribing t This letter bool 
made it possible to s g exactly tl 


condition of the correspondet which letter 


needed to go out immediat ind which ones 
could tollow the regular routi: Work was 
never tied up, and any giver tter could be 
located and gotten out at a moment's notic: 


. : 
Needless to mention that Miss Cabana. as w 


as her stenographers, wrote Gregg 


ry” . s@ 
PH! pian sounds 1K i ensibdie one 


might be worked out so that tl taster al 


s 
s 


more at 





' 
' 
; 
| 
; 


v 


in 


ha 
sp 


pt 
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king dictation only, and their notes tran Chis plan also can be made to solve personnel 
ibed by typing stenographers who have de- problems. The stenographer who might not 
: la high deg of efficiency and skill be the “type” for a certain employer's “sec- 
rthar nd in typing This plan retary” might fit into the interlocking plan as 
permits of the development of a greater nun , typist-stenographer and be a very excellent 
' , t sts ’ 
rl method ; : hah! 1, put to us 
ctively in 1 ny t s toda Wi have tor years employ d a method in 
We |] t st ol ers have used t s othce that has conserved tl stenographer’s 
the svstet i eYN 1 ! te ks lor tra time and assured a maximum ol production 
§ tion wu ney here t Since all of our executives and manage 


write shorthand, it is 
not found necessary t 
lictate letters and arti 
les except where di 
tation seems to suit the 





ls of the situation 
SPERRY YROSCOPE COMPANY. INC better. Our executives 


Keep a scratch pad’ 


handy, and when read 
ing their mail they jot 
wn the notes ol thei 
plies on a plece ol 
this pape and attac! 
it to the correspon 
e that is to be ac 
wledged. After the 
l has been POT 
through in this way, 
entire batch ort ot 
il correspondence 
th shorthand notes 
» tt I eply 1s put 
‘ = r ' 
- —< = “se " S etary’s desk 
ie og 
= iad ‘ 
“— —_ ~ - = a . 
7 c 1dvantages ol 
+ ~ , 
- | 1s met “I are obvi 
~ — ci 
‘ <; - is, an important one 
being that the stenog 
- a het al Vays has the 
iginal orrespon 
ence at hand trom 


vhich to work If a 
cord of the short- 
and is required in the 


ce, the notes may 
ve leit attached to the 
riginal correspon 
dence and filed with it 
Our stenographers 


| Orme St) i 
{ letter received by our Circulation Department, with notes oe proficient in 


attached, from which the stenographer types the reply this type of transcrip- 


tion that many of them 

prefer it to taking dic- 

notebook of a stenographer out ill was given tation and transcribing their own notes. I! 

to another to transcribe so that the dictation might add that their average speed in tran 

would not be held up scribing the shorthand notes that are passed 
[he practical application of this pian is that on to them is 50 to 60 words a minute 


‘ 


in the larger ofhces the stenographic super 
VISOT could 


choose the faster and better short BY the way, this article is not being dictated, 


hand writers for taking dictation, and the but is being written in shorthand. The notes 
speedier shorthand readers and typists for will be given to a secretary who, urgently 
transcription. This would provide for greater needed to type the hundreds of replies to a 
production on the fewer typewriters available stack of correspondence (Costinued on page 244) 
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By FLOREN 


i b a . Le Hk sn t ct jomimeg of the circl 
; > ) | to downward characters denotes an in- 
_ telligent writ The motion used in 
a vriting pa and is not unlike that used in 

j writing the figure Since you can write 
6 ; you will be able to write a correct pa and ba 
ro 6 ) 6 é pees but, in case any vou students have a flair 
tor architectural design, note in the tlustra 


“ tions shown alongside w the circle is joined 
a4 -_ Che circle, you will observe, turns back merely 
- to touch the downwat curve Do not retrace, 


| i: 


¢ 
a 


THe G 





7¢ nor carry the stroke through the curve. This 
CO ee = "ot forms loose threads to dangle on the outet 
2 side of and p. The difference between px 
( “- ( CeCe Sal a and pa is the sma course—it Is a mere 
turn of the pet 
a rrr re ct i a a a i BEG the stroke slightly downward 
' and to the right, then up and around in a 
Circles to Downward Curves Be Ne eee ae ea 
circie tormation, Gow » touch the beginning 
f the circle, and to th mpletion of Main 
- y tain good differ length of p and 
6 6 f Che circle fits up to the junction of TL 
? ae — smoothly and tightly st as it did in jai 
Make certain that y ire curving \ sloppy 
style is one in which t ter does not diffe 


*- - 4 - — entiat between and im such ce 


mbinations. | 


Even in very rapid writing, it is possible al 
ways to maintain a definite distinction. Prac- 
/ tice for a caretul style vriting ne 
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In writing quick the circh 
turns back to t ( exactly at the line of 
i riting, Son ters use a little wrist move 
ment on this combination. Watch slant 
i 
' r , 
' PH! t i . ses vide more or les 
epetition pract t mbinations you 
' ave st ( ire your notes tre 
quently to see that ‘ iting them a 
( rately: 6/2 s I eve pa good 
legree ot s t i swittness vriting 
noven I 
Lhe direct oval exercise provides the mo 
tion used in writi Note that the 
greater dept if vatu s at the beginning 
%t these « iracters dl ence to the correct 
torm makes inings simpler d easiet 
| 
| How ell « \ at he et 
mined | y t} mh t eTC1S 
Since the st iting f is not 
K t told you ’ 
ectl wit al cept that the clock 
| wise curve is us t 4 es on epetition 
We We ve sight nt 
I () (, \ S ‘ t s this 
nt ' Sec I ol ng at analy ( 
hat \ s t lve \ practi 
ntil y ted that t exactly 
it least t . ion. A fe m'ts 
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Precision Practice 
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Exercise on "fr" Jol 
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1AND PENMANSHIP—No. 4. 


to 








mm connection ith the writing of the swan 
curves fr and etc., may not be amiss 
Don't writ t beginning of f and witl 


a hook 


Keep the curve erect as it it reflected a 
full measure of good health and wasn't 
doubled up with a pain in its tummy 

Don't pause between ff and fr on these 
blends, but round them off as the nan 
“blend” suggests 

4a 
iA 
a 
’ > <— Ft Cha 
‘ | Oe oe a ee of 
y . 
4 ‘-£ LE ets 
C ee ae 
W HIN a circle intervenes, the angle is re 
tained for greater ease in execution and th 
circle written outside, but note how the / or 7 
curve begins smartly at the base of or f 
N ote the following correct and 1m ct 
torms 
aL 


“stot 
=. >) 


“ace 


On! Y six weeks more to go to the close ot 
the O. G. A. Contest. Write to win—and you'll 
he making yourself fit to become one ot the 
great army of stenographers who are doing a 
through thx 
correspondence needed in connection with wat 


magnificent job of marshalling 


time production and control 


This. Ladies and Gentlemen! 
241 


Continued trom page 


that had previously been turned over to her, 
will not be required to take “time out” for 
dictation. When her efficient eye scans the 
job and catches the notation, “Urgent 

lanuary Dept. Editorial,” she will turn to the 
these notes immediately thi 
typewriter 


new 


transcription of 
letter 


7 
W Ek effort that 


made seriously to train stenographers specif 


now in het is finished 


don't know of any has been 


cally for taking dictation, and others for tran 
scribing, but it seems feasible 
permit of better 


Che plan does 
typists concentrating the 
development of expert transcription skill, and 
allows the with a keener flair 
for writing shorthand to concentrate on the 


on 
stenographer 
development of a fine, fluent, speedy shorthand 


style which would enabl to handle the 
normal dictation re 


her 
reporting as well as the 
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quirements of her firm. Fewer typewriters 
aturally are required for this setup 

\Ve have also no doubt that many a depart 
ment head, or manager, who discarded his 
shorthand when he reached the executive's 
desk would like to about this use to 


which he can now put his thand tor great 
er efficiency and production. Brushing up on 
shorthand with a view to helping out his sec 


retary during the hectic days ahead will not be 


t hardship, but rathe estiul and worth try 
ing. The executive o jots down his replies 
in shorthand has to read his mail only once 
instead of twice Phat saves time and labor 


it his desk also 


methods 


Wi 


now alk tien 1 


"TEACHERS might like to try th 


suggested — here m the classrooms 


ould 


hich one-half of the class 


SESSI 


recommend a 
takes dictation only, 


and then turns the not over to the other 
halt for transcription on t typewrit \ltet 
nate the groups so that ca student will have 
an opportunity to transcribe another's notes 


Strive lor 
this 
practice plan 


greatel transcriptiot pre 


11 } 
undet as Well as tle eLzular trans pth 


How the Shorthand and Typing 


Tests and Awards Will Help 


NHIS, Ladies and Gentlemen, is why u 
should strive for accuracy and fluency in 
the O. G. A. Contest this year. Your pra 


tice tor that event will help you as no othe: 


practice is likely to do, and the reason is the 
mcentive it 
The other awards offered 
will help also to 
student 


shorthand writer, and wil 


provides for systematic practice 


by this department 
bolster up the ambition of 


any who aspires to become an A-] 
| satisfy his need for 
» work. We know 
of no better way to develop an expert writing 
style than practice on the O. G. A. Test for a 
Membership Certificate After earning it 


practice for a still more expert style of writ 


a concrete goal for which t 


ing, such as that required for the Certilicat 
of Superior Merit, will be truly invaluable 
Every winner of this Certificate writes short 


hand that any other student of the system may 


read 


as fluently as print. Practice the pen 
manship pointers published each month until 
your writing shows improvement in both flu 
ency and accuracy 


TH! rest, if prop 
erly practiced, will quickly develop maximum 
accuracy and speed in_ typing Taking the 
practical O. A. T. Tests each month will earn 
not only the attractive awards but will make 
a better typist of you. It is not enough to take 
one test and make a sat 
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January Test Material 


ili clabs of test papers should be accompanied by a typewritten list of names to expedite checking 
and insure accuracy in making ont certificates January copy is good as membership tests until 
February 25, 1943 


Junior O. 


INSTRUCTIONS Arrange attractively on a sheet of 
of your ability as an accurate typist who appreciates 
your own choice, using all capitals 


Be sure you learn something every day 
When you go to bed at night, if you cannot 
think of something new which you have 
learned during the day, spring up and find 
a book and get an idea before you sleep. If 
you were to stop eating, would not your 
bodies pine and famish? If you stop learn- 
ing, your minds will pine and famish too. 


the value of attractive copy 


a) 
1. 7. Test 

paper, supplying a typewritten border This is a test 
Include suitable title, of 


they will stop growing; and one of the 
most despicable things I have ever seen, is 
a little mind in a great body. 

Suppose there were a museum in your 
neighborhood, full of rare and splendid 
things—would you not think it unkind if 
you were forbidden to visit it? The crea- 


tion is a museum, full and crowded with 
wonders. One door is open by which you 
can enter this magnificent temple. It is the 
door of knowledge. (Adapted from writings 
of Horace Mann.) 


You all desire that your bodies shall thrive 
and grow, until you become as tall as your 
parents. You would not like to stop grow- 
ing where you are now. But if you do not 
feed your minds as well as your bodies, 


T. Test 


INSTRUCTIONS: Write the following letter to the six persons listed 
number of persons, it is necessary to make a carbon copy of the first letter only, for the files. 
letter must be properly completed and made ready for signature. A separate envelope for each letter also must 


Senior O. A. Production Project 


Where the same letter is sent to a 
However, each 


be made. Use today’s date on your letters. John Smith dictated this letter, so place his initials in the 
usual place and include yours as the typist 

T'ype-on the carbon copy the names and addresses of the other five persons to whom the letter was sent 

At the top of the carbon copy tvpe vour name, school, and address; and the total time in minutes 
taken to complete the test 

Having completed the production test, place it on the Manager's (teacher's) desk for signature and 
mailing 


VOTE TO TEACHER: When this Production Test is completed, check the work so as to be 
sure that ALL requirements have been complied with. Then mail us the carbon copy ONLY 
In other words YOU, as the businessman, handle the job and send the carbon copy to file (to us) 
Only when the Manager (teacher) has approved as mailable all six letters—which means with no 
more than one neat erasure on each letter—shall the carbon copy be sent to the files (to us for 
sossible 


awards 

Dear Sir: When the average person thinks of steel he sees such things as 
bridges, ships, etc. Very rarely is he conscious of the part steel normally 
plays in making available most of the things we daily use in and about our 
homes and offices. 

Attached is a reprint of our January advertisement, showing popular uses 
of steel in the office. Steel is well adapted for these applications, since its 
physical properties so readily lend themselves to attractive appearance, effi- 
cient operation, and low maintenance. 

Although most of us will be affected by the heavy demand placed upon 
the steel producer to meet the requirements of the National War Program, 
we hope that this reprint will serve to remind you of the proven qualities of 
steel office equipment. Very truly yours, CHAMPION STEEL CORPORA- 
TION John Smith, Sales Manager. 


Send to: 

S. A. Fry, Grey Equipment Co., 270 
Madison Avenue, New York, N. Y. 

Howard S. Greene, 6 North Michigan 
Avenue, Chicago, Illinois 

John H. Rockmaster, Phelan Building, 
San Francisco, California 


Cummins Construction Corporation, Stat- 
ler Building, Boston, Massachusetts 

Arthur Ulrich, Good-Deal Products, Inc., 
Kansas City, Missouri 

Albert Stern, Stern Construction Corp., 
Gary, Indiana 








January Competent Typist Test 





Use double spacing in typing this ten-minute test 


To find the gross number of words you write, divide gross number of strokes by 5; then deduct ten words for 
each error to get net words written. Divide this by 10 to determine the net words per minute. The number of 
strokes is indicated at the end of each line in order to facilitate counting the gross number of strokes written.) 
Strokes 

. ° &> 

When John awoke it was day. The low winter sun was 52 


already in the heavens, but his watch had stopped, and it 110 
was impossible to tell the hour exactly. Then, he guessed 169 
it, and made haste to dress. 199 

And that reminded him: Why was he alone, and where 251 
was Alan? The thought of the festal morning and the due 308 


salutations awakened his desire for his friend, and he began 369 
to call for him by name. As the sound of his voice died 426 
away, he was aware of the greatness of the silence around 484 
him. But for the twittering of the sparrows, and the crunch- S44 
ing of his own feet upon the frozen snow, the whole wind- 600 
less world of air hung over him entranced, and the stillness 661 
weighed upon his mind with a horror of solitude. 711 

Still calling at intervals, but now with a moderated voice, 771 
he made the hasty circuit of the garden, and finding neither 832 
man nor trace of man in all its evergreen coverts, turned 890 
at last to the house. About the house the silence seemed 948 


to deepen strangely. The door, indeed, stood open as before; 1010 
but the windows were still shuttered, the chimneys breathed _1070 
no stain into the bright air, there sounded abroad none of 1129 


that low stir by which a house announces and betrays its 1186 
human lodgers. And yet Aian must be there. 1231 

He made a circuit of the bedroom quarters. All were 1284 
locked from without and bore the marks of a prolonged 1338 
disuse. But Alan’s was a room in commission, filled with 1396 
clothes, knickknacks, letters, books, and the conveniences 1455 
of asolitary man. The fire had been lighted; but it hadlong _1518 
ago burned out, and the ashes were stone cold. The bed had 1578 
been made, but it had not been slept in. 1620 


Worse and worse, Alan must have fallen asleep where he _1675 
sat, and was even now perhaps sprawled upon the dining _1730 
room floor. 1743 

The dining room was a very long apartment and was 1793 
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reached through a passage, so that John upon his entrance 
brought but little light with him and must move toward the 
windows with spread arms, groping and knocking on the 
furniture. Suddenly he tripped and fell his length over a 
prostrate body. It was what he had looked for, yet it shocked 
him; and he marveled that so rough an impact should not 
have kicked a groan out of the man. 

By this time he had his hand upon the shutters, and fling- 
ing them back, beheld once again the blessed face of the day. 
Even by that light the room had a discomfortable air. The 
chairs were scattered, and one had been overthrown; the 
tablecloth, laid as if for dinner, was twitched upon one side, 
and some of the dishes had fallen to the floor. Behind the 
table lay a man, only one foot visible to John. 

But now that light was in the room the worst seemed 
over; it was a disgusting business, but not more than dis- 
gusting; and it was with no great apprehension that John 
proceeded to make the circuit of the table: his last com- 
paratively tranquil moment for that day. No sooner had he 
turned the corner, no sooner had his eyes alighted on the 
body, than he gave a smothered, breathless cry, and fled out 
of the room and out of the house. 

It was not Alan who lay there, but a man well up in years, 
of stern countenance and iron-gray locks. His body lay in 
a black pool and his open eyes stared upon the ceiling. 

To and fro walked John before the door. The extreme 
sharpness of the air acted on his nerves like an astringent 
and braced them swiftly. Presently, he not relaxing in his 
disordered walk, the images began to come clearer and stay 
longer in his fancy. The power of thought came back to him, 
and the horror and danger of his situation rooted him to the 
ground. He grasped his forehead, and staring on one spot 
of gravel, pieced together what he knew and what he 
suspected. 

It was plain he must stay no longer where he was. It was 
plain, too, that he must not flee as he was for he could not 
carry his portmanteau, and to flee and leave it, was to plunge 
deeper in the mire—Taken from ‘‘The Misadventures of 
John Nicholson”’ by Robert Louis Stevenson. 
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tter production from our typewriters 
schools and in the offices must be had 
iny cost of time and effort. Your war- 
ib is to make the most of your training 
in order that you may fit into the well 
nized othce program exhilarated to meet 
time conditions and material shortages 
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THE SHORTHAND REPORTER 





ARE YOU QUITE COMFORTABLE? 


To system, penmanship. and vocabulary must be added another 


speed factor 


ability to push one’s self to the point of discomfort 


By CHARLES LEE SWEM 


Official Reporter, New York Supreme Court 


KNOW scores ol shorthand teachers 
t any one of whom knows his or her sys 
tem of shorthand quite as thoroughly as 
any shorthand reporter; yet they cannot write 
one hundred words a minute, the graduating 
speed required of the thousands of students to 
whom they teach the art every yeal 
| know, too, shorthand penmen who can, at 
one hundred words a minute, write practically 
perfect outlines but who, when the speed goes 
twenty-five words a minute higher, lose com 
plete control of hand and write shorthand 
outlines that you would not expect from a 
beginner, 


I KNOW, also, shorthand teachers who are 
absolute masters of the system ol shorthand 
which they write and who can, in addition, 
stand before the blackboard and display a 
penmanship that is marvelous to behold; but 
who, still, can not pass the graduating test of 
one hundred words a minute, 

And I once knew a college president, one- 
time head of one of our oldest and most re 
nowned universities, who possessed more 
degrees of learning than had ever betore been 
accorded any man. His English vocabulary, 
his erudition, his ability to express himself 
extemporaneously, were noteworthy traits of 
his careet Also among his attainments was 
a knowledge of shorthand, and for thirty o1 
forty years he used the art almost daily. He 
knew his system well, and his penmanship 
was good. Yet he was a very slow shorthand 
writer, indeed a painfully slow writer 


KNOWLEDGE of system, penmanship, and 
education—qualities possessed singly or in 
combination—and still the possessor is not a 
fast writer! What is the answer? 

One might think that, given a good system 
foundation and at least no handicaps in the 
way of poor penmanship or insufficient educa- 
tional background, a man or woman who 
wrote shorthand daily for ten or twenty years 
would in that time inevitably become a fast 
writer of it. Or that one who daily used it 


to make notes, to write articles and even tomes 
on history in it, would become in time some 
thing more than a slow note taker One 
would naturally think that experiences such 
as these would make the possessor of them at 
the very least a moderately fast writer—espe 


cially a person like the college president re 
ferred to, to whom words were familia 
friends and the useful tools of his career. 


RuT it is not so, and it never has been so 
It is quite true, as we all know, that repeti 
tion is the keystone of all skill, that by the 
mere repeating of it over and over again we 
may acquire a certain facility in the doing of 
any physical or mental task requiring co 
ordination of mind and muscle Che physical 
body and the mind are wonderfully receptive 
and elastic instruments. By the mere repeti 
tive acts of walking and talking and reading 
and writing, we all, without effort, become 
facile walkers and talkers and readers and 
writers of the ordinary, everyday sort. Some 
of us, by virtue of possessing greater aptitude 
become better walkers or talkers, or readers 
or writers, than others 

In none of these particular spheres of action, 


however, does any of us, without special at 
tention and effort, become highly skilled. The 
human machine is not built that way. In all 
lines of activity there is a kind of a saturation 
point in all of us, up to which point mere 
repetition of itself increases our capacity, but 
beyond which no more absorption or increase 
of capacity is possible without the setting up 
of a new process—the process of enlarging 
the original capacity with which we were 
commonly endowed. And that is accomplished 
only by special effort, directed definitely to 
the object desired. It is something to which 
our mind and muscles must be bent, by force 
and determination. 


NOW, reporting skill—the skill of the writer 
capable of taking the highest speeds of human 
speech—is just that type of activity, the sort 
that requires the application of special atten- 
tion and effort. Hundreds of thousands of 
students learn shorthand every year and con- 
tinue to employ it daily for many years there 
after, yet they never acquire more than a 
mediocre writing speed, even within the pre 
scribed limits of their working vocabulary 
They reach the saturation point, and there 
they remain. Among them are a few, how 
ever, who discover thac there is an advantage 
to be gained by becoming a fast ‘writer of 
shorthand. And what do they do, normally? 
Of course, they do many necessary things, but 
chief and most important of all they, in effect, 
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say to their nerve centers and muscles, “Look 
here; you are taking it too easy! You're too 
comfortable. You've got to push yourself; 
you've got to do it faster—and better!” They 


take faster dictation in order to force them- 
selves to write faster. They write over and 
over again the same outlines they have writ 
ten over and over before, but now they compel 
both hand and mind to write them both faster 
and more accurately. It is a very uncomfort- 
able process and it is very tiring, but to them 
selves they are continually saying, “You've 
got to do better than that. You are growing 
too comfortable again. Snap out of it!” 
Stated briefly and graphically, that is the 
speed-building process. It is called by many 
names. Some name it determination, some 
call it ambition, and others prefer to know it 
as simple, ordinary industry, but it is the way 
high skill in any activity is acquired, and re 
porting skill is no exception 


IT is not that such skill is so difficult to 
acquire, or that special aptitude is necessary. 
While some people do possess greater apti- 
tude than others for acquiring skill of any 
kind, yet a very high degree of skill is possible 
to almost every person of normal mind and 
body. The reason, I venture to say, why so 
comparatively few develop it 1s because as a 
race—and when I say “race” I refer to all 
of mankind—we are born with a tremendous, 
protective amount of mental inertia. Unless 
spurred to extraordinary effort by the 
of necessity or other strongly motivating 
force operating upon him, it is characteristic 
of the human animal that he will grow and 
develop in a perfectly natural manner indis- 
tinguishable from millions of his fellows in 
mental and physical capacity. He takes his 
schooling for the most part as it comes to 


torce 


him, subjectively, absorbing what he can 
without unusual effort, up to the saturation 
point. Learning, to him, is mostly memoriza- 
tion, for memory is the most primitive of the 
higher faculties and the one exercised with 
the least effort. Some of us are gifted with 
memories and a slightly higher 
point, so that from a large mass of subjective 


saturation 


instruction a greater residue is left and we 
are said to be more learned than others—yet 
at hardly greater effort 

But nobody acquires high skill in that sub 
jective, easy-going fashion. That comes only 
by forcing our minds and muscle to do more 
than nature will do of itself, more even, | 
suggest, than nature ever intended. I don’t 
know, sometimes, that nature intended some 
of us to become the highly skilled acrobats 
that we see, who bend and contort their bodies 
into positions that doctors declare are unnat- 
ural and not conducive to health; yet thereby 
these particular people become the graceful, 
skillful performers that we view with pleas- 
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ure and admiration, I am not sure that 
nature thoroughly approves of the odd means 
by which highly skilled concert pianists are 
said to keep their fingers exquisitely flexible, 
such as soaking the digits in extremely hot 
water. Nor were our eyes intended by na- 
ture, | venture to say, to be strained to near 
blindness as they are by the skilled workers 
at the microscope and in the other fields of 
intensified vision. Yet some people do thes: 
things and become skilled beyond the imagi 
nation of the rest of us. It is not a com- 
fortable torture then 
bodies and their 
them, but that is the way skill is acquired, 


experience as they 
faculties in the doing of 
and it is why, | such people will 
always be comparatively few in number. Most 
uncomfortable, 


suppose, 


of us just do not like to be 


and we won't be if we can help it! 


MLASTERY of system, penmanship or hand 
control, and vocabulary—all are essential el 
ments of high speed in shorthand, but there 


is always one other, the great imponderabl 


" 1 


\re you willing to push yourself to the point 


of discomfort to acquire it 


Medical Definitions. No. 9— 
Fractures 


Key to Mr. Swem’'s notes on page 253 


ng and for heavy 





igt y result alleviated 
1 thickened shoe sole, but sor 
i If nonunion persists a sure 
| ar to freshen or roughen 
io a bone graft 
«). What is the purpose of h a surgical operation 
i Be Irpos¢ f roughening r freshening the ends 
£ { fractured to gi ature a cha 
t 1 healing proce 
Q. Whi th i ired bor a ca there anytl 
at can be t » acct 
4. Yes. S&S ti lw ‘ 1 ’ 
nth ssag a athe i 
qQ. Will tell 1 : 
4 Diatl i 7 f at ! aise 
t eratur f certa r dy t a f electri 
‘ r € « t ? the if tlatior 
> THE temperature may be 30 below and 


walrus hunting may be a trying ordeal, but 
Alaska’s Eskimos not only 
Cross funds, sending their men into the armed 


are raising Red 
services, and standing watch as air raid spot 
ters, but they are 10 per centers, too. Howard 
Cameron, teacher, recently evacuated from the 
Aleutian Islands, reports that the Eskimos are 
setting aside part of their income for War 
Bonds. 


bie Gt 
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Olga Michalenok 


») IN SHORTHAND 


200 and Win the Diamond Medal 


ises EXAMINER A. A. BOWLE 


Velva M. Schnaedter 


SPEED 





OHN HAY HIGH SCHOOL, Cleveland, hoating are her other hobbies and favorit 
J Ohio, comes into the limelight again witl sports. No, she has not won any prizes in any 
another student f1 that progressive estab them—but she has won prizes for shorthand 
lishment who has won the coveted Diamond prowess At the World's Fair in New York 
Medal Miss Olga Michalenok, who studied a few years ago, competing in the International 
under Miss E. Eloise Hess, won this award Commercial Schools contests, she won first 
by writing shorthand for five minutes at th: prize in the Novice Division at the 70 words 
ate of 200 words minute and then tran i-minute speed 
scribing th a acy of better than 96 In Chicago, two years later, Miss Micha 
per cent lenok won first prize again, this time in the 
When | st took shorthand,” she tells Open Division (120 words-a-minute event) 
i - a is quite a task for me But thanks to She also won third prize at the higher speed 
llent struct and a great deal of 150 words a minute 
study the writing of ‘pothooks’ has bx 
e second naturt NO, Miss Michalenok does not intend leaving 
P er present position, which calls for a great 
PHAT’S the way it often is with rapid short- deal of use for her shorthand skill. She is 
hand writers; they begin the study with for« secretary to the Assistant Chief Engineer of 
bodings but finish with enthusiasm and ex- the White Motor Company, now enlisted in 
pertness ! the service of Uncle Sam 
Like most of us write shorthand wit 
greater ease than e write longhand, Miss OMMENTS Miss Velva M. Schnaedter, 
Michalenok finds that she turns into short } recent winner of the Gregg Diamond 
and every word seen or heard. As she puts Medal 
it: “Funny thing about shorthand—when peo ‘When I came to Washington, D. C., in 
ple speak to me, shorthand symbols immedi 1939 as a stenographer, there were three re 
ately come to my mind and I find myself tra¢ porters in the large office to which I was 
ng the outlines mentally.” assigned. They won the Diamond Medal the 
same month I entered the Government service 
As relaxation, the light fantastic scores hig] \t the time. I had no idea of the duties of a 
ith this expert, and the speed of the modern eporter. Having in mind the newspaper r« 
dance is much more to her liking than the slow porter, I thought that a court reporter was a 
rhythm of the waltz. “But,” she says, “when person employed by a newspaper publisher to 
| try it (the rapid steps of the jitterbug), my sit in court and gather legal news of public 
efforts have so far proven that I have two interest However, I was soon enlightened 
left feet!” as to the true functions of a court reporter as 
Swimming, baseba horseback riding, and distinguished from the news reporter 
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In February, 1940, with a very rusty 130 
it my command, I started go 


Department of 


words a minute 
ing two nights a week to the 
Agriculture Graduate School shorthand classes 


1 


and the speed bug bit me Miss Clara Rich 
ter instructed mx there | also attended 
College, where Mr. C. J 


along the speed route 


Strayer Crouch 


helped me 


MISS SCHNAEDTER got her shorthand 
irt under the instruction of Mrs. Hilda Dick 


n at Du Page Business College, Wheaton, 
I'linots. And it was in another Illinois city 
(Chicago, to be exact) that she started het 
tenographic care \ Civil Service exan 
ination got her stenographic position with 


i 
the Wage and Hour Division of the Federal 
Government and later gave het 
Washington. When a few months later th 
division moved to New York City as a result 


of the decentralization program, Miss Schnaed 


a posiiion in 


ter moved and settled herself at Elmhurst, 
Long Island, commuting to the city every day 
She is still keeping up her study of shorthand 
fecting her penmanship, increasing her vo 
abulary, and building up an enviable reputa 
tion as a reporter 
Outside of business, Miss Schnaedtet 


votes much time to her church work and s 


takes extreme delight in her Sunday school 


class, where she ts quite a tavorit witl tin 
children 
WHILE “sewing” of itself does not sound 


interesting, especially to a man, there are times 
when we see the results of that simple occupa 
tion in the form of beautiful needlework. Then 
means much more than poking a 
That's one 
{ her hobbies, and the dexterity of her fingers 
needlework that she pro 
duces, is a treat to any artistic eye 

Not a great lover of sports, Miss Schnaed 
ter would sooner spend her time with a good 


“sewing” 
needle and thread into materials 


and the exquisite 


hook—and that’s all right with us 


Unsung Calling 


NE of the least obtrusive courtroom func 
Q tionaries is the man or woman who sits 
at a little table next the witness stand. While 
court 1s in session the official reporter’s voice 
is never heard except in response to a lawyer's 
or the judge's request to read excerpts from 
y—to ask that a state 
jut the accuracy of the 


his notes or very rarely 
ment be repeated 
notes which flow from his flying fountain pen 
plays a highly important part in the judicial 
process, 

All practitioners of this useful but unsung 
calling should feel themselves honored in honor 
recently paid Jimmy Muleady, reporter for the 
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Presiding Judge 
Bush publicly commended Mr. Mu 
recording of a thre 


OSth district court in Dallas 
Paine | 
eady for his accurate 
way conversation in that court, and ordered 
a part of the 


that the 


record of the case 


commendation be made 


We recall no similar instance 
covered courts” will 


yet any news 
paper reporter who has 
testify that making a verbatim record of al 
most any trial requires faculties trained to the 
highest degree 

court reporter could have done what Mr. Mu 
But it takes a lot of knowing how 
News 


Doubtless any experienced 


idy did 
ralveston Datly 


Typewriter’s Lament 


"OU pound my keys and hit my tabs. 
You throw my carriage—bang! 
If you'd put up with that one day, 
Justice—you'd demand. 


The wear and tear, the knocks and bump- 
Just keep them in your mind, 

For you should know they make us old 
Long before our time. 


Yet we come from a sturdy line 
Machines that had the stuff 

To keep them going year on year 
Oh, no, it’s not a bluff. 


However, just remember this, 
If it's not too immense: 
When next you have me in your power, 
Please use your common sense! 
4nn Dolores Gastel, Aquin High School, 
Freeport, Illinois 


Key to Quiz on Page 236 


l. (a) seller 14. (a) break 
(b) cellar (b) brake 
2. (a) shoot 15. (a) bread 
(b) chute (b) bred 
3. (a) loan 16. (a) dying 
(b) lone (b) dyeing 
4. (a) real 17. (a) flew 
(bh) reel (b) flue 
5. (a) phase 18. (a) foul 
(b) faze (b) fowl 
6. (a) fate 19. (a) hole 
(b) fete (b) whok 
7. (a) core 20. (a) here 
(b) corps (b) hear 
8. (a) days 21. (a) key 
(hb) daze (b) quay 
9 (a) course 22. (a) medal 
(>) coarse (b) meddk 
10. (a) complenx nt 23. (a) peak 
(b) compliment (b) peek 
ll. (a) clause (c) pique 
(b) claws 24. (a) pair 
12 (a) board (h) peat 
(b) bored (c) pare 
13. (a) calendar 25. (a) patienc 


(b) patients 


(b) calende: 
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How to Get Your Magazines With- 
out Delay on Your New Orders 


Suggestions from the 


BE specific in your instructions. If you 
ire sending us torty-two yearly sub 
® <criptions for students, twelve tor ad 
vanced students and thirty for beginners, and 
you wish these subscriptions to begin with the 
Sept my issue, tell us this li you have a 
eady received the September issue, or any 
s n a previous request, t IS SO, §S 
it we will not have to look back over our 
( s to see what you received and what you 
did not ecelve li the ra was placed pre 
\ sly, and you merely want now to pay for 
at order, mention the fact when sending you 
remittance. Otherwise, we may find duplicat 
ers, and will not knovy hat action to take 
tine I VC ite ¥y 
2. DO not send any other orders, questions 
con ts with y initial subscription 
r if y t immediate service on it 
very ( that quires extra clerical ser- 
trans t nother cd irtment, betors 
it can be 1 mailers, delays 


uling s nowledgements on orders 
his takes itt mger than a mere card 
saying jy reached us—although we 
ij Cs tt t i al 

Che return of y cancelled check or money 
cit stub 1s p ot that youl orde reached 
s, and it is sometimes taster and easier to 


determine this from the bank instead of writ- 


ng us. You can expect to receive magazines 
fairly soon after the acknowledgment reaches 
you 

The Gri \\ staff is rather proud of 
ts accuracy and ¢ cy in handling orders, 

lt sands tear customers have testi 
fied that this is true But this year we, lik 
other companies, found ourselves more than 
mce faced with the problem of losing efhcient 
und expert workers having to replace 
them with imexperi people No matter 





rood new per pl cannot 


handle the work with the same accuracy and 
that 


If you do have 


dispatch an experienced worker can 


an order, 


t vrite us about 


specihic. Tell us exactly when your 


order was mailed, whether a remittance accom 
panied it, and if possible send us a duplicate 
ot that correspondencs Tell us if you made 
any other statements or requests in that cor 


Circulation Department 


have 
Chis 


an- 


You 


lountain pen or a 


respondence might, for instance, 


inquired about a timer. 
your correspondence to 
You might 
resulted in your re 


would have sent 
other department 
that 
ceiving two 


We 


department for inf« 


have mentioned 
previous ordet 


of sé 


som 


copies me issue instead of 


would then have to still 
mation about that 


check in 


One 


anothel 


ry” . . 
ro an outsider, it looks as 1f all one has to 


do upon receiving an order is just send out the 
true; but if you 


magazines. In a way, that is 


have ever worked in a publication ofhce, you 
know that such procedure can and does result 
in any number of complications, believe it or 


not 
We 


the yeal 


frequently receive letters at this time of 
tea 
their magazines in two or three pack 
one, that the 
itely they want all 


Well, here's 


from hers telling us that they are 


even though 


rders came to us sepa! 


magazines in one packagé what 


appens. If a subsequent order is received at 
the time our mailing lists are being made up 


maLkazine, wt 
tor that 


forthcoming issue of the 


to include the m: 


the 
are not able iwazines 
month in the same package with the magazines 
that the stencil 


have to mail tl and back 


will be mailed trom So, wet 


e current Iissucs on 


t 








the new order separately. It may be the se 
ond month following the receipt of the ordet 
before we can combine tl magazines—and 
then only if the subsequent order has the sam 
expiration date as the original order! If the 


second order is to begin with a later magazine, 
we must cut two stencils, one for each expira 
tion date, and mail the magazines in two 
packages. 

I takes two or three weeks to get your maga 


but 


“ines to you on new orders, at any time, 
longer in the fall when the bulk of our subscrip 
tion business from schools is received within 


a space ot tour two eight weeks 


We want 
delay, but please be specific in the int 


you to notify us of any undu 


rmation 


you give us so that we in turn can expedit 
our answer. Send your subscription order tree 
of any questions or other orders, 1f you can, 
because that helps us to put the subscription 


through taste 


If you are writing about some other mat 
ter, and wish to include a subscription order 
in the same envelope, use a separat sheet ot 
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paper and write name and address on 
that piece of correspondence also, so that the 
order can be entered without delaying attention 


to the rest of the letter 


your 


to it oF 


YOUR coéperation is needed and appreciated. 
We want to thank thousands of teacher 
friends for the patience they had with us in the 
fall while we were handling one of the heaviest 
volumes of work we have ever been called upon 
to handle, and under unprecedented and dith- 
cult circumstances, Once subscriptions are re- 
mailed regularly and 
and 
dithculty 


our 


corded, magazines ar¢ 
automatically month, 
should experience no turthet 


A Book Chat 
ENJOYED pleasant bit of 


reading this Phe 
Stanley Brown, comes from that “neck ot 


each subscribers 


all especially 
summet author, J. 
the woods” where | was born and brought 
Adirondacks—but that isn't the only 
recommending his book, 
that, just 


up—the 
reason why | am 
“Let's suppose,” says Mr. Brown, 
as you are about to begin your lite’s work, you 


are handed an Aladdin’s lamp and given the 


choice of one condition which shall exist as 
you start your carec! In the past twenty- 
five years it has been my privilege to inte! 
view literally thousands of young American 
citizens—some of them on the way up, but 
many on the way down. And on the basis oi 
what I have learned irom that experience, | 


would advise you to rub that lamp and choose 


to enter business. 


“A large percentage of your generation are 
going to work themselves straight up the iad- 
der (of success), and ] hope you will be 
among them. If you do succeed in that upward 
climb you will take one step at a time; and 
you will know why you are taking each of 
them. 

“I had to learn that lesson of ‘knowing why’ 
the hard way. It happened that my first job 
was on a farm. It was the haying season and 
my first assignment was to drive the hors¢ 
drawn, two-wheeled hay rake. As clearly as 
if it were yesterday, | can hear Farmer Bray 
ton giving instructions. “All that is necessary 
is to drive old Dobbin straight down the side 
of the field. When the rake is full, you step 
on this foot lever and the long row of teeth 
is lifted. But do not keep your foot on that 
lever, if you do ’ He never told me why; 
the net result being that I drove away with 
one thought in my mind—‘why not?’ Well, | 
found out. I placed my foot on the lever, and 
that long row of heavy steel teeth began to 
and rise! Instead of dropping 


rise—and rise 


back to the ground (as they would have done 
if my foot had been removed from the lever) 
they kicked me clear off from my precarious 
perch atop the whole apparatus! 

“Barnabas Q. Peagler was a pretty level- 
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headed citizen. Even at the age of eighteen, 
just out of high school and barely started on 
his first job, Barnabas understood in a vague 
sort of way that he must accumulate Some 
thing to Sell. And so ‘Barney, old boy,’ said 
: u need is more educa 


he to himself, ‘what 4 

tion.” So Barney matriculated in evening col- 
lege. During the next five or six years he 
made a tremendous investment in time and 


money and energy. And in the course of time 
he was handed a sheepskin (which cost him a 
twenty-dollar bill) certifying that he was now 
a Bachelor of Something-or-Other 
“Of course Barney was pleased. He had a 

complished something that not everyone does 
accomplish, he had proved that he could dis 
cipline his mind and body to work a great 
many more than the daily seven or eight hours 
which most of his friends were complaining 
about. But when Barney jumped to the con 
clusion that he had increased Scarcity 
Value, that the world about to beat a 


his 


Was 


pathway to his doorstep, he suffered severe 
disillusion.” 
lat Was Wrong 
What { 
Mr. Brown asserts: “You will find there is 


Value wh: tellow 


has merely ‘gotten by’ in high 


no Scarcity itsoever in the 


who school ol 
The wwever, 1s the 
mastered the field in which 1 


college ; scarcity man, 
man who has he ts 
lo put the another way, 
| 
ols 


operating. matter 


? 


the business man uses certain t just as de 
the carpenter or the plumber. And his 


ield depends upon the facility 


valu 


in the business 


Are you familiar wit! 


with which he 


(there’s a good word! 
it? What about that notebook?) 
uses his tools. Just as there are clumsy car 
plumbers, so there are clumsy 
businessmen. And the clumsy 


Chere is no Scarcity Valu 


penters and 
ones are those 


who fail. in clun 


siness. 

“Now what is it that gives a man facility 
in any field? Isn't it practice, practice, and 
then MORE PRACTICE? Doesn't it ck 


pend upon his using the tools of his trade o1 
profession until their correct use becomes 
habitual? Isn’t it all a matter of habit? 
“The basis of all true education is curios 
kt ae 
“Personality,” concludes Mr. Brown, “is 
nothing more than the reflection of a way of 
life. You can’t get ahead by being just like 
others—you must be more like yourself. It is 
what is peculiar to you that will make you 
most valuable to your firm. What have you 
what can you acquire, that is at a 
people 


got, or 
premium because there are not many 
who have it?” 

It's a thought-provoking 

Oh, yes, it is published by J 
Company, price $1.50, and its title is “The 
Facts of Life in Business.” Mr. Brown, him- 
self a comparatively young man of courage 
and personality, is an employer of young peo 
ple—Personnel Director, in fact, in a large 
New York bank.—F. FE. U 


book 
B. Lippincott 
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Prepared for Action 


From Western Union's “Dots and Dashes” 
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. Linemen keep the wires 


offices are controlled 


Telefax control panel 


. Portable emergency power 


Mobile telegraph office 
View of modern relay office 
. Switchboard where circuits 


unit 


clear 


between 
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Share the Meat for Vie f 
Share the Meat tor Victory 
Based on “99 Ways to Share the Meat,” a new pamphilet issued by the U. 5 
Department of Agriculture 
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Simple Business Letters 


Graded for Use with Chapter One of the Manual 
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Simple Business Letters 


Graded for Use with Chapter Two of the Manual 
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Simple Business Letters 


Graded for Use with Chapter Three of the Manual 
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The Rockefeller Family Creed 
From “The Pick-U p” 


issued by United Parcel Service 
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Little Dominick had wrought changes in the cramped radio shack. On the desk stood a small commercial 
set, and out of the instrument flowed a woman's voice. “It's Martha,” he explained, ‘“‘my sister. She sings 
every Thursday night at Mackiport—Station WMPT 

Joe saw his eyes shine. He said, “Oh!” That was all. He backed out, and rubbed his chin vigorously as 
he padded along the corridor. 
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Five Tips to Telephone Users 
and That Means You! 
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War Words 
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Special-Form Review Letters—V 


Drill on words in the Short Vocabulary of Chapter Twelve 


By JANE H. O’NEILL 
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Aetual Business Letters 


Stressing Service and Efficiency 
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That's Right. 


By Wits and Wags 
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SHORTHAND STUDENTS! 


ASK FOR A SHORTHAND 
GRADUATION PRESENT 
. THESE TWO 


gO \/ SHORTHAND 
 g (, 


GAM assistants 
\ | 
\7 | 






. We | 
| $ | WILL PAY 
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\ BIG DIVIDENDS 


0 


Gregg Shorthand Dictionary ON THE JOB 
19.000 Shorthand Forms 


Grege Shorthand Phrase Book 


\ 


1,000 Phrases 


Gregg Shorthand Dictionary. Few gifts Gregg Shorthand Phrase Book. This 
nt price range of this dictionary could treasure house of speed building would be 
give as much pleasure to a student of short 4a most welcome gift to any shorthand stu- 
i ae ee | , 
nd or a stenographer; we know of nO dent or stenographer. It contains the print 
gift that would be of as much real value. . 
pleat : and shorthand outlines for approximately 
The book contains Gregg shorthand char- . 
; , 1,000 high-frequency phrases, personally 
wcters for approximately 19,000 words. 
:; selected by Mr. Gregg and tested by ex- 
These words are grouped by derivatives 


, , , sert writers. It also contains a constructive 
iking the book valuable for drill work as f . 


} of s shrasing 
well as for reference. As a gift it will give exposition of the principles of phrasing 
pleasure and promote learning long after The alphabetical arrangement makes it cor 

dent days are over venient for either study or reference 





Money invested in professional training yields greater dividends than 
ny other form of investment 
The Shorthand Dictionary and Phrase Book are treasure houses of 


stenographic improvement. It costs more to be without them. 


Gregg Shorthand Dictionary List Price $1.50 
Gregg Shorthand Phrase Book List Price $1.00 





























THE GREGG PUBLISHING COMPANY 


New York Chicago San Francisco Boston Toronto London Sydney 





KEEP youR Esterbrook 


GREGG - APPROVED 
FOUNTAIN PEN 
“- your service LONGER 


Material shortages, priorities, and armed-service 
requirements may make it dificult for you to re- 
place your Esterbrook Gregg-Approved Fountain 


Pen. 
Do your part by conserving your pen. These 
simple rules will repay you: 


. Use good fountain pen ink. 





2. Never mix inks — this may cause sediment. 
Clean pen well before changing color or brand 


of ink. 


. Immerse entire point to fill — wipe away all 








excess ink, 

. In replacing cap, hold pen point up, permit- 
ting surplus ink to run back into feed — screw 
cap on tightly to prevent leakage. 


5. Keep pen filled. 











. Carry in upright position. If left lying flat, 
excess ink may seep into cap, necessitating 
cleaning of point and inside of cap. 





. Flush out ink reservoir often with water 
(never hot). Keep point clean. 


. Never lend pen — point adjustment may be 
disturbed. 

. Hold pen lightly — ink will flow easily with- 
out pressure. 


THE ESTERBROOK PEN COMPANY 
36 Cooper Street, Camden, N. J. 


| GstertivuR 


GREGG-APPROVED Fouslain Pen 














